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Title of Post:	Community Taskforce Volunteer Coordinator
Contract: 		1 Year Fixed Term Contract subject to funding
[bookmark: _gjdgxs]Salary:	Full time - £23,946 (£19,156.80 pro-rata)
Hours:		28
Reports to:		Business Manager and Chief Officer

PURPOSE OF THE POST
The Community Taskforce Volunteer Coordinator role is responsible for:
· The day-to-day effective delivery of the Community Taskforce Volunteer Service including referral management and volunteer coordination.
· Working to promote and develop the Community Taskforce Volunteer service.
ABOUT US
Volunteer Centre East Lothian is the operational name for Volunteer Development East Lothian (VDEL). VDEL was founded in 1999 and is a Charity registered in Scotland (SC029045) and a Company Limited by Guarantee (SC230099).  
We provide support, learning and development opportunities for both individuals and organisations through our Volunteering, Organisational Support and Community Support teams. We provide guidance, support, and training to Third sector agencies and community groups.
Volunteer Centre East Lothian is the Third Sector Interface (TSI) for East Lothian. Third Sector Interfaces have a common mission to build empowered, resilient communities with a thriving third sector. They promote and encourage informal learning, leadership development and community capacity building.




MAIN TASKS
The main duties and responsibilities of the post are as follows:
· To provide a high-quality service managing inbound referrals from statutory partners and direct from the public for CTV support, including assessing suitability for CTV support, liaising with volunteers and deploying an appropriate volunteer or where required onward referral to other appropriate services.
· Providing effective support to volunteers who have been deployed and assisting them as required.
· To be the main point of contact for volunteers, managing existing volunteers and in the recruitment of new volunteers, including administering PVG membership where relevant.
· To escalate potential safeguarding issues to the Business Manager, in line with Volunteer East Lothian’s Safeguarding Policy and risk management procedures
· Maintaining accurate records for the CTV service, deployments and volunteers, analysing data and preparing management reports as required.
· In collaboration with the VCEL Team, to plan and implement communications and social media strategies.
· Support the Chief Officer to identify, plan and implement marketing and promotional strategies, aimed at the public, statutory partners, VIOs and other external stakeholders, in order to increase awareness of, and demand for, CTV services.
· Work with the IT team to further develop the CTV on-boarding process and training.


General

· Maintain accurate and up to date records using the MILO database.
· Maintain and uphold Volunteer Centre East Lothian’s commitment to best practice and equal opportunities.
· Maintain and uphold the reputation, vision, mission and values of Volunteer Centre East Lothian at all times. 


Shared Responsibilities

Volunteer East Lothian is a small organisation.  All staff are expected to be able to work flexibly and to share collective responsibilities for core Volunteer Centre East Lothian work.  This includes supporting our volunteers, advising members of the public who approach us and supporting activities promoting best practice in volunteer management.  Staff may also be required to take on additional tasks from time to time in consultation with their line manager or the Chief Officer.

MANAGEMENT
The post will:
· Work closely with all other Volunteer Centre East Lothian Projects
· Offer support, supervision, professional and personal development and appraisal. 
· Comply with Volunteer Centre East Lothian policies and procedures, with specific reference to Health and Safety and Child Protection
· Require membership of the PVG scheme

TRAINING
An induction programme will be provided on commencing employment.  Additional training relevant to the role will also be offered, based on individual training and development needs.

HOURS OF WORK
Contracted hours per week will be 28 hours.
Evening and weekend work will be required from time to time. Time worked more than contracted hours is rewarded with time off in lieu.

HOLIDAY ENTITLEMENT (PRO-RATA)
28 days paid leave per year plus 6 public holidays. In addition, 4 non-transferable leave days are offered. These are Christmas Eve and the 3 working days between Christmas and New Year.

TRANSPORT 
Reimbursement will be made for expenses incurred on business travel. Allowance for car usage will be paid at 45p per mile. There is no assisted car purchase or leasing scheme.
Volunteer Centre East Lothian operates the Government’s Green Transport Plan through the Evans Cycles’ Ride2Work scheme. This offers savings of up to 50% on the cost of a new bicycle (to the value of £1,000). Employees can benefit from this scheme once every three years after an initial qualifying period of 6 months.





OUR VISION, MISSION & VALUES
Vision – A strong and sustainable third sector that can make lasting change to the health, wellbeing and community life of the people in East Lothian.

Mission – To inspire and support people and organisations to develop and become active members in their community.

Values
We will work in an open and honest way with all our partners.
We will work with integrity and trust.
We will aspire to create dynamic, forward thinking caring communities.
We will be passionate and inclusive about what we do.
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