
 

VITA Site Coordinator 
 

Roles: 
Provide coordination, organization, and supervision for all aspects of Volunteer Tax Program site 
locations, from the establishment of site(s) in the community to overseeing the site(s) operation 
during the filing season. 

 
Tasks: 

• Locate and secure community locations that would make optimum Volunteer Tax sites.  
Preferable locations should include adequate parking, access to public transportation, 
telephone, copier and storage space access, and ability to maintain customer privacy. 

• Maintain relationship with local IRS office for obtaining site materials and other pertinent 
information. 

• Schedule dates and times that Volunteer Tax Site(s) will be operational. 
• Provide current site operating data and immediately notify SPEC territory of any 

necessary changes 
• Develop and maintain schedules for volunteers to work at sites. 
• Collaboratively work with Training Specialist to obtain listing of volunteers that have 

successfully passes the Volunteer Tax training and certification. 
• Maintain list of where volunteers reside for purposes of assigning volunteers to 

corresponding sites. 
• Once the sites are established, work with the Recruitment/Publicity Specialist to publicize 

the sites throughout the community. 
• Ensure that adequate volunteer coverage (including assistor, screener, quality reviewer), 

supplies and equipment is scheduled/maintained at corresponding Volunteer Tax sites. 
• Act as liaison between volunteers, the volunteer site(s) and relevant sponsor(s), 

stakeholders and/or partners. 
• Monitor sites(s) to ensure quality review is being conducted, privacy is being maintained 

and the Site Identification Number is being annotated on each return. 
• Work collaboratively with Volunteer Interpreters(s) in establishing special Volunteer Tax 

site(s) that focus on the Interpreter’s skill (e.g., Spanish speaking, hearing impaired). 
• At the conclusion of filing season, work with the Volunteer Recruitment/Publicity 

Specialist, the site sponsor(s), stakeholder(s) (including the IRS) and or partner(s) to host 
recognition event(s) or ceremony(ies) for volunteers 

• Adhere to Title VI by not denying service to anyone based on race, color, sex, age, 
national origin or disability. 

 
Skills: 

• Organizational and leadership/management skills. 
• Basic tax knowledge (FORM 1040, Form 1040A and Form 1040EZ).  Basic tax training 

and certification will be provided as requested. 
• Willingness to share time, skills, and interests – e.g., spend time each week from 

September through May in performing site coordinator responsibilities. 
• Basic computer skills for inputting tax return information. 
• Pride in performing tasks completely and accurately. 
• Ability to deal with volunteers, stakeholders, partners and the public in a helpful and 

supportive manner. 
• Friendly, dependable and flexible. 

 


