
 

VOLUNTEER POSITION DESCRIPTION  

Position Title  College Panhellenic Coordinator (x2) 

Position Category  National Officer  
Dept: Chapter Services 
Staff Counterpart: Director of Chapter Services 

Summary of the 
position  

The College Panhellenic Coordinator is charged 
with providing the College Panhellenic Specialists 
with guidance when supporting our collegiate 
chapters.  This position serves as a mentor to the 
Specialists who are responsible for direct 
communication with the collegiate chapters. The 
CPC position is designed to assist in 
communication between the NPC Delegate/DCS 
and the Panhellenic Specialists.   

Primary Duties 1. Communicate with the National College 
Panhellenic Delegate and Director of Chapter 
Services to charge the Panhellenic Specialist 
with action steps to support the collegiate 
chapters. 

2. Mentor the Specialists on Panhellenic issues 
and working with students and other 
volunteers. 

3. Problem solve and think creatively about 
issues facing college panhellenics and 
communicate trends or questions from the 
Specialists to the DCS or NPC Delegate. 

4. Share updates from NPC with the Panhellenic 
Specialists 

Secondary Duties 1. Be knowledgeable about where resources 



 

are on the Members Only section of the 
National Website, Sigma Connect, in relation 
to the volunteer position. 

2. Take advantage of opportunities the National 
Organization provides to educate and update 
volunteers on strategic initiatives and new 
procedures. 

3. Respond to communication within 48 hours, 
even if to share you are unavailable.    

Expectations  Uphold Volunteer Expectations as outlined 
by the National Organization.   

 Express a three year commitment to the 
success of Panhellenic support. 

 Commit 10 hours each week to the position, 
with a monthly call with the Director of 
Chapter Services.  Highest times of 
involvement are during the school year, 
August-May.  

 This position will serve virtually with the 
possibility to travel based on volunteer 
availability. 

 Should also maintain College Panhellenic 
bylaws, Recruitment rules, college 
standard/relationship statement, and 
record of major incidents and/or 
conversations. 

Qualifications and 
Skills 

QUALIFICATIONS 

 Alumnae membership in Sigma Sigma 
Sigma.  



 

 Possess the capability to express and 
teach others about Tri Sigma’s mission, 
vision and values.  

 Ability to check and respond to emails 
daily 

 Knowledge of risk management policies 
and procedures  

 Understanding of collegiate chapter 
operations 

 Panhellenic background  
 Follow all national and local policies 
 Be a positive advocate of Sigma Sigma 

Sigma 
SKILLS 

 Comfort and ease with Microsoft Office, 
Internet, Google Documents and 
teleconferencing.  

 Motivated self-starter who is able to work 
with minimal supervision and as part of a 
team. 

StrengthQuest 
strengths 

Analytical, arranger, belief, communication, 
competition, consistency, deliberative, focus, 
harmony, positivity 

 


