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MUSSELBURGH & DISTRICT CITIZENS ADVICE BUREAU  
JOB DESCRIPTION
Volunteer Support Officer
Summary of main responsibilities:

Overseeing all aspects of the delivery of the daily advice sessions and ensuring volunteers delivery advice that is clear, concise and correct at all times.  Recruiting and training volunteers to ensure a full cohort of advisers.  Assessing individual learning needs, co-ordinating initial and ongoing training activities 

General Responsibilities:
· Ensuring all volunteers receive appropriate training and learning, and ongoing support and supervision at all times.  

· Providing support, assessment, guidance, monitoring and review as required by CAS and Scottish National Standards for Advice and Information Providers [SNSIAP] to enable volunteer Advisers to progress through the Adviser Training Programme.

· Liaising with team members over the delivery of the daily advice sessions.

· Working alongside the Deputy Manager to recruit suitable volunteers for various roles including: Advisers, Receptionists, Publicity/Media, Social Policy, etc. as required.
· Arranging induction sessions with new volunteers, in co-operation with colleagues in the team.
· Sourcing and facilitating volunteer training activities as required.
· Ensuring rotas, appointment calendars, forms, checklists and contact details are up-dated as and when required.

· Taking the lead on volunteer and staff meetings and training activities in consultation with the Bureau manager and other colleagues, and actively contributing to these.

· Representing the bureau at meetings, events and networks as and when required.

· Working in line with all Bureau Policies including Equal Opportunities, Confidentiality, Data Protection and Health and Safety.

Carrying out any other reasonable task as requested by the Bureau Manager or Board.

PERSON SPECIFICATION 
	VOLUNTEERING AND SUPPORT MANAGER
	COMPETENCIES 

	EXPERIENCE
	1. Experience of working within an advice or information service.

2. Experience of keeping and maintaining accurate records.

3. Experience of recruiting, supporting, supervising and training volunteers.

4. Experience of working with vulnerable service users.

	KNOWLEDGE
	5. Understanding of methods for assessing and meeting learning and development needs.
6. Knowledge of volunteering good practice including appropriate policies and procedures.
7. Understanding of methods for monitoring and evaluating the outcomes of training.

	SKILLS AND ATTRIBUTES
	8. An understanding and commitment to the aims, principals and policies of the Bureau. 

9. Confident verbal skills for support and supervision of volunteers, delivering training and contributing to the Bureau team.

10. Clear writing skills for work planning, maintaining records, writing reports, monitoring and evaluation and correspondence.

11. Confidence in using IT systems for planning, record-keeping, online research, correspondence, etc.

12. Ability to deliver training on a one to one and group basis to volunteers.

13. Ability to work on own initiative and also contribute to a small team.
14. Willingness to undertake learning and development opportunities.
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