


Job Description


	Role
	Volunteer Manager

	Main Objective & Purpose 
	Bipolar Scotland’s Volunteer Manager will play an integral role in the delivery of a new and innovative national service for people recently diagnosed with Bipolar. Using their skills and knowledge, the post holder will recruit and develop a team of lived experience volunteers across Scotland who will co-produce and deliver the service. The post holder will lead on the day-to-day activities of the lived experience volunteers and be responsible for their ongoing support and development, ensuring people living with bipolar that access the service receive high-quality support. The post holder will also work closely with the Delivery and Development Officer to develop and implement service improvements and processes that contribute to the success of the project. 


	Reports to
	Head of Development 

	Responsible for
	Lived experience volunteers

	
	

	Main areas of responsibility and duties

	Volunteer Recruitment, Training and Support
	· Recruitment, induction and training of lived experience volunteers delivering services within remit, in accordance with Bipolar Scotland policy and relevant legislative and regulatory requirements. 
· Deliver high quality induction and training resources for lived experience volunteers to ensure they are adequately skilled and prepared for their roles, and provide effective ongoing support, supervision and development.
· Continuously assess learning and development needs of lived experience volunteers within remit, co-produce personal development plans and facilitate access to relevant learning opportunities as required and approved. 
· Ensure the implementation of existing volunteer policies and help to develop new policies. 
· Develop opportunities for group supervision and peer support. 


	Engagement and Promotion
	· Engage lived experience volunteers in the co-production and development of services.
· Promote volunteering opportunities at local and national events.
· Develop ways to attract new lived experience volunteers and incentivise existing volunteers.
· Champion lived experience and peer support.
· Facilitate regular and meaningful opportunities for members and people who engage with Bipolar Scotland to provide feedback on performance and input into the continuous improvement of all activities.
· Ensure that all engagement opportunities are inclusive and accessible to the diverse needs of all those we engage with, maximising opportunities for people from underrepresented groups.
· Represent Bipolar Scotland on both national and local groups and relevant forums, conferences and networking events.
· Contribute to the creation of service promotion materials.


	Record Keeping and Reporting
	· Maintain accurate records of all Bipolar Scotland activity within remit.
· Monitor and evaluate the experience of lived experience volunteers. 
· Support the Delivery and Development Officer in planning, monitoring and reviewing the development of the service in line with identified priorities, targets and outcomes.
· Contribute to quality assurance and outcome monitoring processes.


	Cross-Functional Working
	· Positively contribute to the work of Bipolar Scotland as a whole, by providing timely and productive support to colleagues across functions as required. 
· Enthusiastic commitment to providing assistance to other functions as needed to meet deadlines and support outcomes.


	General
	· Maintain diligent health and safety standards by conducting regular and robust risk assessments on all activity within remit as required by law and in line with Bipolar Scotland policy. This includes external venues and risk assessments for individuals. 
· Ensure all lived experience volunteers within remit comply with Bipolar Scotland Policy, Procedures and practice guidelines in relation to safeguarding, Adult & Child Protection, GDPR, Professional Boundaries & Ethical Practice, H&S audits and risk assessments, Infection Control, Incident and Accident Management, and all other relevant policies. 
· Occasional evening and weekend working as required. There may be a need for the postholder to stay overnight on occasion, but this is expected to be rare. 
· Extensive travel throughout Scotland is anticipated (within working hours wherever possible). 
· Bipolar Scotland is committed to ensuring a positive work/life balance for all staff and are open to discussing flexible working arrangements which accommodate family, carer and childcare responsibilities wherever possible.


	Other
	· Assist in day-to-day office procedures and attend to incoming phone calls and mail as appropriate.
· Undertake any other task as reasonably expected by line manager



























Person Specification


	Knowledge


	· Considerable knowledge of bipolar and broader mental health and wellbeing, mental illness, recovery, treatment and support, including peer support
· Understanding of best practice volunteer recruitment and management
· Detailed knowledge and understanding of issues faced by people who live with Bipolar, their families and carers
· Knowledge of mental health, Safeguarding, equality, human rights and other relevant legislation

	Core skills
	· Able to continuously role model Bipolar Scotland values and promote positive, inclusive culture
· Excellent verbal, written, presentation and IT skills essential
· Strong organisational skills and the ability to prioritise effectively 
· Ability to use interpersonal skills to build and sustain strong relationships
· Ability to respond to the needs of lived experience volunteers with empathy, compassion and sensitivity
· Ability to lead and motivate others.
· Ability to manage and resolve conflict



	Experience
	· Direct or indirect experience of living or working with mental health conditions, particularly bipolar, and of the key issues facing people with lived experience of the condition and their support networks
· Experience of recruiting, training, and supporting volunteers
· Experience of leading teams
· Experience of developing and delivering peer-led services
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