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JOB DESCRIPTION


Post:			Volunteer Co-ordinator 

Accountable to:	Sensory Centre CEO

Location:		Forth Valley Sensory Centre, Redbrae Road, Camelon, FK1 4DD


Job Purpose:

The Volunteer Co-Ordinator role is a busy and varied role, integral to the smooth running of the Centre.  The Centre currently has an average of 50 volunteers.

The post holder will be responsible for recruiting and training volunteers, arranging PVG checks and matching volunteers to opportunities, e.g volunteer driver, activity assistant. 

Additionally, the Volunteer Co-ordinator will work alongside other Team members to help build close relationships with our staff, partners, centre users and external organisations. This will help to maximise volunteer experience and also to identify opportunities to attract corporate volunteers. 

The job-role also involves managing work-experience placements for students and organising training sessions for Centre Users and Volunteers. 
	
Key Responsibilities


· Devise individual plans to support and manage volunteers 
· Review, develop and deliver a volunteer strategy in conjunction with CEO and other Team members.
· Deliver Sensory Awareness and Safeguarding training sessions for volunteers, staff and external organisations.
· Liaise with staff to ensure that requests for volunteer input are met, particularly for group activities and cafe 
· Recruit, train support and manage volunteers
· Maintain an awareness of FVSC projects and centre Partner activity
· Project manage those activities where volunteer input is required 
· Produce a brief monthly narrative report for inclusion in Centre Update
· Produce a quarterly Volunteer Newsletter
· Facilitate monthly volunteer peer networking meetings
· Support the Centre to work towards the achievement of the Volunteer Friendly Award
· Regularly review volunteer policies and handbook to ensure they comply with current statutory and operational requirements.
· Assist with Centre events and activities as required
· Provide occasional admin support for the Board of Trustees.

Person Specification:

· experience of volunteer management
· flexible and adaptable approach to work
· able to work on own initiative and also as part of a team
· experience of providing training
· project management
· event and publicity 
· excellent communication and organisational skills
· confident in the use of all Microsoft office packages
· familiar with social media 
· interpersonal skills – working with others
· partnership background
· BSL skills helpful/willingness to learn
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