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VOLUNTEER DEVELOPMENT 
CO-ORDINATOR

JOB DESCRIPTION 
Job Title: Volunteer Development Co-ordinator 

Employer: Home-Start Glasgow South, Pollokshaws Burgh Hall, 2025 Pollokshaws Road, Glasgow, G43 1NE

Hours of work: 35 hours/week
Responsible to: Funding and Development Manager
 

Purposes of the job
· To provide consistent recruitment, training and support of volunteers

· To contribute to the effective day to day operation of the scheme in accordance with the Home-Start Memorandum & Articles of Association, Home-Start

Standards & Methods of Practice, Home-Start Agreement and Quality Assurance Standards. 

· To maintain high standards of practice in supporting volunteers and families within the Home-Start model

· To ensure equality of opportunity, fairness and diversity in all aspects of the scheme’s work.

· Implement good safeguarding practice in all areas of work

Main Responsibilities
Recruiting and Supporting Volunteers:

· Design and implement ongoing pro-active recruitment campaigns for home-visiting, Fundraising volunteers and English Tutors
· Develop Volunteer Strategy and implement short and long term goals
· Engage local community members in a variety of different volunteering opportunities 
· Identify and utilise different sources for recruitment, e.g. Colleges, schools, fayres

· Advertise volunteering opportunities via Social Media and other sources
· Recruit, select and prepare volunteers in partnership with Family Support Co-ordinators – including managing all enquiries and databases
· Manage and deliver Training Courses to newly recruited volunteers alongside

Family Support Co-ordinators
· Identify and manage facilitation of additional training

· Monitor and evaluate training sessions including attendance
· Collate volunteer experience feedback for funding applications and reports

· Facilitate, monitor and evaluate Volunteer Forum

· Facilitate Volunteer events including Volunteer Week activities
· Ensure all record keeping is accurate and up to date
· Complete all administration relating to volunteering - including input into Home-Start UK monitoring and evaluation system (MESH), volunteer time sheets, Volunteer Training Course preparation and registration forms.

· Complete all administration relating to volunteer advertising, recruitment, training and events and ensure information is accurate and up to date
· Work with Community Fundraiser to raise awareness of our service in all areas of south Glasgow
· Work in partnership with local Statutory and Voluntary organisations within GIRFEC framework
Supporting the work of the scheme:
· Undertaking work as delegated by the Director to support the strategic management, development and future funding of the scheme. 

· Supporting the implementation and review of all Home-Start policies and procedures. 

· Complying with the scheme’s administration, monitoring and financial systems.

· Promoting the work of the scheme as required by the Director
· Contributing to and supporting the development of the Home-Start network locally, regionally and nationally.

This job description reflects the major tasks to be carried out by the postholder and identifies the level of responsibility at which they will be required to work. In the interests of effective working, the major tasks may be reviewed from time to time to reflect changing scheme needs and circumstances. Such reviews and any consequential changes will be carried out in consultation with the postholder.
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