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Job Description for a Volunteer Co-ordinator
Part-time flexible working to include some evenings/weekends

22 hours a week

Salary Scale SO1 SCP 29 - £24,402 to £24,646 pro rata
Job Purpose:

To work with the trustees, staff, sub-groups and user groups of Pembroke 21C Community Association and its related Community Interest Company to consult the community, establish and sustain a strong volunteer base, to raise the profile and benefits of volunteering within the community and establish a culture of good practice in volunteering.  
Main Responsibilities:

· Working with the Development Officer of Pembroke 21C to carry out a full community consultation over 2010-2011.

· Based on the results of the consultation, working closely with Project Officers, Pembroke 21C groups and partner organisations to identify and generate opportunities for volunteering at a variety of levels within Pembroke 21C and the wider community to meet the identified needs
· Writing a volunteer pack for new volunteers, preparing induction procedures and ensuring that all the relevant policies are in place and up to date

· Supervising CRB disclosure for volunteers and their supervisors including the new ISA registration  

· Preparing recording and monitoring systems for volunteers to record attendance and achievement

· Identifying training needs and planning a training programme in order to provide a pool of skilled and trained volunteers to implement and sustain a variety of community based projects

· Ensuring that any special needs are met.  

· After time establishing a pool of experienced volunteers to act as mentors for new volunteers and organise the relevant training

· Raising the profile of volunteering in the community through meetings with relevant partner groups and attendance at local shows and events

· Working with project officers and groups to arrange social events for volunteers

· Providing opportunities to recognise achievement at all level through awards and rewards 

· Reporting to Development Officer, members and trustees on a regular basis
Person Specification:

· Experience of and competence in the relevant fields, especially skills in managing people and volunteers
· A good standard of education – preferably with qualifications in the relevant fields - eg NVQ or Lantra Level 3 awards in Volunteer Management/ Degree or HND in community development/ human resource management 
· A working knowledge of the voluntary sector and of the policies and legislation pertaining to volunteering and equal opportunities

· Self-motivated with the ability to take initiative and to work without supervision

· Ability to build good relationships with a wide range of groups, partners and people generally
· A friendly, helpful manner

· Familiarity and competence with computers and use of the internet – fully conversant with Microsoft Office, Windows and graphics software

· Knowledge of the local community would be helpful
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