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UWHC Staff Position Overview 

Note: The description given is intended only to provide information about the general nature of the job and is 
not an all-inclusive list of the job duties, skills or abilities which may change. 

Mission  
To Bring People and Resources Together to Improve Lives and Conditions and to Advance the Common Good 
of Our Community. 

 
Vision 
United Way of Hunterdon County is a Community Center of Volunteerism, Leadership and Philanthropy that 
envisions a community where all individuals and families achieve their full potential through income stability, 
healthy lives and education. 
 
Position Summary: 
United Way of Hunterdon County (UWHC) is committed to address the financial, educational, and health 
disparities in the communities we serve. We focus on financial literacy skills and knowledge to provide money 
education programs that focus on understanding financial basics including how money works, how to 
budget, build savings, and reduce debt. We strive to help our clients have a positive relationship with money. 
 
One of our primary offerings is Volunteer Income Tax Assistance (VITA). VITA is a nationwide program 
regulated by the Internal Revenue Service (IRS) that utilizes volunteers to provide free tax preparation 
services to low- and moderate-income taxpayers. United Way of Hunterdon County (UWHC) has provided this 
program to thousands of clients over the past several years as one of our programs addressing the needs of 
financial wellness. The position is responsible for the overall growth, marketing, and performance of the VITA 
Program, and it includes recruiting, training, and managing volunteers, and tax site preparation including 
operations, oversight of volunteer preparers, and quality control. 
 
Key Responsibilities 

• Develop and oversee the project management for the UWHC’s VITA program including identifying 
tasks, responsibilities, resources, technology, reporting and day-to-day operations. 

• Directly manage our volunteer Site Coordinators for tax preparation sites, arrange tax preparer training 
and scheduling, answer taxpayer calls and emails for assistance, and lead other program related 
activities for United Way of Hunterdon County (UWHC). 

o Provide volunteer coordination and oversight for volunteer staff.  
o Coordinate and supervise VITA tax preparation appointments at multiple locations within 

Hunterdon County.   
o Maintain and monitor VITA grant budget. 
o Complete all required portions of VITA/IRS training annually 

Title: 
VITA Program Manager 

Department: 
Community Impact 

Supervises: 
 

Reports to: 
Community Impact Director 

 Last Review: 
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Exempt 

Last Update: 
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▪ SPEC Relationship Manager’s Site Coordinator Training, Intake/Interview, Advanced 
Tax, Volunteer Standards of Conduct, Cancellation of Debt, HSA and Quality Review. 

▪ TaxSlayer electronic filing course. 
▪ One-on-one training with local IRS SPEC staff and/or other site coordinators as 

needed. 

Key Duties 
1. Increase outcomes and efficiency for the VITA program: Identify and implement processes in 

scheduling appointments, tax return flow, and client experience, and client connections. 
2. Provide volunteer coordination and oversight for VITA volunteers: Recruit and screen volunteers for 

possible placement. Provide training to volunteers to ensure annual certifications are completed and 
standards of conduct are being are being followed. Schedule volunteers to provide coverage for all tax 
appointments and preparation of returns. Ensure volunteers and are completing certification 
requirements and tracking time efficiently. 

3. Coordinate and supervise VITA tax appointments under UWHC’s VITA program: Establish the 
appointment schedule, maintain the appointment software to keep appointments updated and 
accessible for scheduling. Answer taxpayer questions regarding tax law and/or their tax return. Be 
able to conduct a quality review (QR) on returns. Understand and be capable of researching tax code. 
Keep informed of changes in tax law and convey changes to volunteers. 

4. Maintain and monitor VITA grant: Establish and monitor the VITA budget and compliance with all IRS 
VITA site requirements. Obtain successful site visit audits and post-tax season audits. Works with the 
IRS SPEC Relationship Manager to meet reporting and mandated form requirements. Assist in 
marketing the VITA program. Compile post-season reports for end-of-season wrap-up and 
evaluation. 

5. Other job functions: Participate and support in assigned engagement calendar events, marketing 
events, and related preparatory meetings. All other duties as assigned. 

 
Knowledge, Skills and Abilities Required 
To perform the essential functions of this job, the employee must possess the following:   

a) BA/BS degree and/or equivalent work experience is required. 
b) Demonstrated experience in project planning, execution and management including the direct 

oversight of project staff. 
c) Ability to review financial information and records, including statements, business expenditure 

documents, receipts, and expense reports to develop an accurate understanding of the client’s 
finances.  

d) The successful candidate will be required to received IRS Certification for Stakeholder 
Partnerships, Education and Communication (SPEC) upon starting the position.  

e) Demonstrated supervisory and management experience is essential with experience in 
volunteer coordination a plus. 

f) Must have the ability to communicate professionally and effectively in group settings in one-
on-one conversations and prepare and deliver effective presentations. Must be able to build 
relationships and relate to people in an open, friendly, and accepting manner, while achieving 
high levels of client satisfaction 

g) Ability to work independently, yet function as a productive member of a team.  
h) Flexibility in handling the day-to-day work challenges and shifting priorities confidently, while 

using good problem-solving skills with the ability to make sound business decisions 
i) Demonstrated ability to analyze information, utilize critical thinking, be innovative, provide 

conflict resolutions, and have excellent decision-making skills that are reflective in the job 
performance of this position. 

j) In addition to English, fluency in another language a plus. 
 


