
MOOD (SCIO)
Volunteer and Service Coordinator (Making Connections)
Job title:
Volunteer and Service Coordinator (25 hours pw, one year contract)
Salary:


£24,2336 pa, pro rata
Responsible to:

MOOD Manager
Primary Job Purpose: 
To support the Making Connections service provided by MOOD by recruiting, supporting and managing volunteers, by developing and delivering suitable activity and by attracting participants to the project
Key Responsibilities and Accountabilities
1. To agree with MOOD’s Manager (the line manager) and Management Committee volunteer roles and responsibilities within Making Connections. 
2. To work with partners to attract participants to the project
3. To identify and develop when needed appropriate activity and opportunities for service users 
4. To be responsible for recruitment, selection, appointment and support of volunteers to assist with the delivery of Making Connections
5. To ensure volunteers are provided with training suitable to the needs of Making Connections. 
6. To provide training and support to MOOD staff managing and working with volunteers.
7. To ensure that Making Connections volunteers have PVG accreditation and take responsibility for maintaining records and for liaising with Volunteer Development Scotland and Disclosure Scotland.
8. To ensure compliance with health and safety procedures for MOOD volunteers.
9. To maintain appropriate information and recording systems relating to MOOD volunteers.
10. To produce written/verbal reports for MOOD’s Manager and Management Committee as required, including quantitative and qualitative reports.  
11. To establish effective systems to ensure that monitoring and evaluation of volunteer input to Making Connections is appropriate and robust.
12. To ensure that agreed standards, projected outputs, targets and outcomes for volunteers are achieved in line with Making Connections’ aims and objectives
13. To promote the work of volunteers through the local media, social media, further education providers, voluntary organisations, community groups, community centres and local businesses.

14. The post-holder will be working in a developing environment and will therefore be required to undertake other appropriate duties and projects as required for the effective operation of Making Connections.
15. To be committed to equal opportunity principles and to comply with MOOD policies and procedures relating to equal opportunities.
16. To maintain confidentiality of all information and records relating to Making Connections and the work of MOOD.
17. To participate in staff development and to use all relevant learning opportunities to improve personal skills.  

MOOD (SCIO)
Volunteer and Service Coordinator
Person Specification

The post-holder should be able to demonstrate that they have the skills and experience in each of the following areas:

Essential requirements specific to this post:

1. Practical experience of recruiting, managing, motivating and supporting volunteers.

2. Experience of monitoring and evaluation.

3. Knowledge and experience of reviewing and recording qualitative outcomes for service users and volunteers.

4. Knowledge and understanding of issues faced by groups such as older people experiencing depression, anxiety and/or social isolation.
5. Ability to form good working relationships with volunteers, clients, colleagues and key stakeholders.

6. Able to plan and organise own workload and good time management.
7. Able to set up and maintain appropriate systems for the management and accurate recording of own work and of others.

8. Competent in the use of IT packages (Microsoft Word, Excel and email) and proven ability to be self-supporting.
9. To understand the ethos of the voluntary and community sectors and the context in which they work.

10. To be able to effectively work with people regardless of their ethnic, cultural, social backgrounds, their gender, age, religious belief, disability and sexual orientation.
11. Full driving license.

Desirable requirements specific to this post:
1. Experience of designing and delivering training courses.
2. Knowledge and understanding of older people with depression and anxiety.

3. Experience of working in a health or social care setting. 
4. Experience of project management/delivery and of meeting the requirements of external funders.

5. Skill in preparing and presenting written and verbal reports to a high standard.
Other Essential Information

· PVG check required 

· Full driving license required 
· The post-holder will be working in a developing environment and will therefore be required to undertake other appropriate duties and projects as required for the effective operation of Making Connections.
· To be committed to equal opportunity principles and to comply with MOOD policies and procedures relating to equal opportunities.
· To maintain confidentiality of all information and records relating to Making Connections and the work of MOOD.
· To participate in staff development and to use all relevant learning opportunities to improve personal and professional skills.  
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