
[image: image1.jpg]FreshStart

helping people make a home for themselves




Job Description – Hub Volunteer Coordinator
Job Title:
 Volunteer Coordinator Hub
Responsible to:
Hub Team Leader
Salary scale:
£19,397 - £21,416 pro rata (22 hours)
Main purpose of role

Fresh Start provides support to people moving on from or those at risk of homelessness.  
Fresh Start have worked with people moving on from homelessness for over 20 years and are developing our services to offer support to those at risk of homelessness with the opening of our new community hub in North Edinburgh.  The renovated space includes a charity shop and a community pantry, meeting/training spaces for local people and organisations to use and a community kitchen housing our cooking classes. The community pantry – ‘Fresh Start Pantry’, part of ‘Your Local Pantry’ franchise provides 250 memberships to the local community of North Edinburgh with the aim of providing food with dignity. Fresh Start Shop provides low-cost homewares to customers Edinburgh wide as well as the local community, in keeping with Fresh Start’s mission, ‘helping people make a home for themselves’. The community hub will offer, in partnership with other organisations, advice and information and other support services to those at risk of homelessness. 
The Volunteer Coordinator will work alongside a team of volunteers to ensure the smooth running of the community hub.
As part of a small staff team, volunteer coordinators are required to have a flexible approach and be willing to contribute to the development and efficient running of the Hub services as a whole.
Main Duties & Responsibilities
Service Delivery
· Oversee the day-to-day operations of the Shop and the Pantry including cashing up procedures at the end of each shift
· To assist in the running of additional services with the scope of the community hub

· Bottom line responsibility for covering shifts in the Pantry/Shop when necessary

· Promote the Pantry and attract appropriate referrals and manage the membership list
· Liaise with local food suppliers including supermarkets, Fare Share and other supporters to coordinate and collect food supplies on a weekly basis to stock the Pantry.
· Manage the Shop donations through the warehouse, adhering to pricing structures and ensuring goods are fit for sale.

· Support the Shop volunteers to maximise sales in the shop 
· Adhere to Fresh Start’s Revolve certification in keeping waste to a minimum and providing a high standard of second-hand goods

· Identify and maximise donation routes to the Pantry and the Shop including liaising with suppliers such as food banks and church supporters both for food and homewares donations
· To manage resources, including the ordering of food for the Pantry as required.
Volunteer Management General
· Responsible for volunteer recruitment to the Shop and the Pantry including training, induction and organising the monthly rotas

· Ensure all volunteers receive clear guidance on their roles, appropriate support and supervision and attend review meetings where necessary
· Maintain records of volunteers’ personal details, availability and work completed in accordance with GDPR.
· Contribute to recruitment campaigns, including giving presentations to outside agencies
· Organise social events for volunteers. Celebrating volunteering by nominating volunteers for awards and organising celebration events 
· Liaise with other Volunteer Coordinators and departments within Fresh Start when recruiting volunteers to identify appropriate volunteering opportunities   

· Work with the other Volunteer Coordinators towards realising the standards required for Investing in Volunteers Award
· Generate appropriate volunteering opportunities and role descriptions based on Fresh Start’s requirements 
· Contribute to group events that allow volunteers to contribute to the development of their role within the organisation
· Adhere to risk assessment guidelines and contribute to the routine review of these.

Miscellaneous

· Attend fundraising and other events organised by, or on behalf, of Fresh Start
· Contribute to Fresh Start’s communications strategy.  This includes producing articles for publications and electronic media
· Participate in Fresh Start’s supervision and appraisal system
· Attend Fresh Start team meetings, away days, training and other forums as requested
· Comply with Fresh Start’s company policies and procedures
· To undertake any other duties appropriate to the post as requested by the Hub Team Leader
Conditions

· The post is for 22 hours per week.  A flexi time system operates, between 08.00 and 18.00 Monday –Thursday and 08.00 - 15.00 on Friday.  
· The Salary scale will be £19,397-£21,416 pro rata
· The post will be based at Fresh Start offices at 22-24 and 28-30 Ferry Road Drive EH4 4BR. 
· There are 29 days annual leave, plus 6 statutory public holidays.
· There is a Pension Scheme with Fresh Start contributing 6% and employees 4%

Person Specification:  

The successful candidate will demonstrate a range of the following experience, abilities and qualities throughout the application process.
	Factor
	Essential
	Desirable
	How Identified

	Qualifications 


	
	Full driving licence Use of own vehicle (business mileage would be reimbursed but the employee would be responsible for their own business insurance)
Educated to degree level


	At interview sighting of driving licence



	Experience, Knowledge and Skills
	Experience of coordinating volunteers to deliver services


	Experience of community development 

	Application, interview and references 

	
	
	Experience of working with individuals and groups from disadvantaged backgrounds


	Application, interview and references

	
	An understanding of the needs and motivation of volunteers and the ability to adapt to those needs
	
	Application, interview and references

	
	Experience of delivering training to volunteers


	
	Application, interview and references

	
	Experience working in a retail setting and providing high quality customer service and cash handling
	
	Application, interview and references

	
	
	Experience working with food suppliers and managing budgets
	Application, interview and references

	
	Ability to communicate with a broad range of people including supporters at churches, statutory and voluntary agencies and service users.


	
	Application, interview and references

	
	A hands-on and practical approach and a willingness to undertake practical tasks.


	
	Application, interview and references

	
	The ability to work unsupervised and a proactive approach to problem solving.


	
	Application, interview and references

	
	
	REHIS Food Hygiene Level 2 qualification or equivalent experience


	Application, interview and references

	
	Proficient in I.T and familiar with Microsoft Office packages.  


	
	Application, interview and references

	Values and Attributes 
	Commitment to the aims and values of Fresh Start 


	
	Application, interview and references

	
	A willingness to be adaptable and flexible in a small team environment 
	
	Application, interview and references

	
	A willingness to contribute to the promotion of Fresh Start through written work and public speaking 
	
	Application, interview and references

	
	
	Passionate about waste reduction and the importance of recycling and reusing
	Application, interview and references

	
	Excellent interpersonal and organisational skills
	
	Application, interview and references

	
	Good team worker and ability to use own initiative
	
	Application, interview and references

	
	Positive outlook, patient and tolerant, organised and efficient
	
	Application, interview and references


Volunteer Co-ordinator

