Home-Start is committed to safer recruitment practice as an important part of safeguarding and protecting children and vulnerable adults
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Job Description – Volunteer Development Officer (Inverclyde)
 

Job Title: Volunteer Liaison Officer
 

Employer: Home-Start Renfrewshire and Inverclyde
 

Hours of work: 16 hours
Salary: £19,440 Pro Rata
Place of work: Home-Start office at Clarence House, 7 Hood Street, Greenock

Responsible to: Senior Coordinator (Inverclyde)
 

Purpose of the job
· To contribute to the effective day to day operation of the scheme in accordance with the Home-Start Renfrewshire and Inverclyde’s Memorandum & Articles of Association, Home-Start Renfrewshire and Inverclyde’s Standards & Methods of Practice, Home-Start Agreement and Quality Assurance Standards.  

· To maintain the highest standards of practice in supporting volunteers and families within Home-Start Renfrewshire and Inverclyde’s model. 

· To ensure equality of opportunity, fairness and diversity in all aspects of the scheme’s work. 

· Implement safeguarding practices in all areas of work. 

Main Responsibilities:
· Be the first point of contact for all Volunteer enquiries, responding to the majority and sign posting to colleagues and other organisations as necessary.
· Recruit, select and prepare volunteers in partnership with Family Support Coordinators. 

· When required help to manage and deliver training courses to newly recruited volunteers alongside Family Support Coordinators. 

· Identify and manage facilitation of additional volunteer training. 

· Maintain regular contact with volunteers awaiting match families or who are resting (on hold) from volunteering.
· Conduct 1:1 reviews for unmatched and/or resting volunteers either face to face or by telephone.
· Organise Peer Support Sessions alongside Family Support Coordinators.
· Facilitate Volunteer events including fundraising activities. 

· Ensure all record keeping is accurate and up to date. 

· Support Senior Coordinator with PVG paperwork. 

· Raise awareness of Home-Start Renfrewshire and Inverclyde’s services locally and surrounding areas. 

· Work in partnership with local Statutory and Voluntary organisations within GIRFEC framework. 
· Any other duties that that required to fulfil the needs of the organisation.
 

Skills:
· Excellent interpersonal skills.

· Effective communicator.
· Strong IT, social media, written and presentation skills.
· Good attention to detail.
Experience:
· Administration in a work-related capacity.
· Working with volunteers.
Requirements:

· Full clean, driving licence.
· This role is subject to PVG check.
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