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Bringing Edinburgh’s Communities Together

	
	Job Description
	January 2022


	Role:  Volunteer Coordinator
	Department:  Fundraising

	Reports to:  Fundraising and Development Manager 
	Salary: £ 24,000  (pro rata)

	Location: Eric Liddell Centre 
	Type of Contract: Part-time – initially with 1 year with plans to seek funding to extend

	Working Hours and Pattern: 18.5 hours (over 3 – 5 days) with occasional out of hours work for key events.
 


ABOUT THE ERIC LIDDELL CENTRE 

The Eric Liddell Centre (Scottish Charity Number SC003147) is a local care charity and community hub founded in 1980 in memory of the 1924 Olympic 400m gold medallist, Eric Liddell. Our mission is to be at the heart of the community, enhancing health and wellbeing and improving people’s lives. 
We are working hard to change perceptions of people living with dementia, disabilities, and mental health issues – we aim to show living a full life can be achieved with the correct support. In doing so we support some of the most vulnerable people in Scotland’s capital.
JOB PURPOSE
The Eric Liddell Centre (ELC) is undergoing a period of growth and development with a new vision for the delivery of caring services, alongside exciting plans for Eric Liddell 2024 Centenary Initiative. At the Eric Liddell Centre we support some of the most vulnerable people in Edinburgh.  We have an excellent Day Care Service for those living with a diagnosis of dementia.  We also have an extensive support system in place for unpaid carers which includes befriending, wellbeing courses and music therapy.  Our thriving community centre hosts many local groups and organisations who run classes for our local community as well as our award winning Café.  None of this would be possible without our highly valued volunteers. 
Our volunteers are at the heart of all that we do at the Centre and we rely on their support for the delivery of our services and daily operations.  We could not run any of our services without their help.  They bring a range of experience and life skills which we aim to deploy in the ELC to maximize the impact they can have, taking into account what each volunteer brings to the role.  Volunteers also play a key role in fundraising, supporting fundraising activities and events and organizing fundraising initiatives of their own. This is a key area of development.
The Volunteer Coordinator will play a key role in maintaining and developing the role of volunteering within the organisation to support the Centre’s key service offerings, fundraising activities and events. Along with our Service Leads you will be responsible for helping the volunteers have a great experience at the Eric Liddell Centre. You will also be responsible for the maintenance, security and integrity of the volunteer information held.

KEY RESPONSIBILITIES AND ACCOUNTABILITIES
Main responsibilities: - 
· Work closely with colleagues in the Eric Liddell Centre to fully understand how they work and their  requirement for volunteers
· Amend existing and generate new volunteering opportunities and role descriptions as required
· Develop strong relationship with volunteer organisations, such as Volunteer Edinburgh
· Advertise volunteer roles, manage volunteer enquiries, offer advice and information to volunteers
· Research and update volunteer policies and procedures, including risk assessments
· Interview potential volunteers, getting to know them and determining the best fit given their experience and skills and what they want to get from their volunteering experience
· Organise and manage Duke of Edinburgh and other work placements for students
· Issue application forms and requests for references in conjunction with the service teams and arrange and conduct interviews along with the service lead as required
· Work in partnership with local schools, colleges and universities

· Promote volunteering and raise awareness of volunteering (internally and externally) through recruitment and publicity strategies and campaigns
· Nurture and grow relationships with corporates as a key strand of our future volunteering policy
Volunteer Support:
· Monitor, support, motivate and accredit volunteers and their work
· Celebrate volunteering by nominating volunteers for awards  
· Organise celebration events
· Investigate the standards required for attaining the Investing in Volunteers (IiV) accreditation
· In conjunction with the Service Leads carry out pre-volunteering checks, including references and Disclosure and Barring Service (PVG) checks where appropriate

· Help provide inductions and training, as well as debrief interviews for departing volunteers 

· Ensure there is appropriate support and training for volunteers through regular informal contact and more structured reviews with the service leads
Data and Reporting:
· Ensure volunteer information is correctly maintained within the eTapestry database
· Preparation of Helping Hands report for the Care Services Committee 
· Preparation of Helping Hands update for the Board
· Preparation of Helping Hands update for the Annual Report
Other duties:
· Carry out duties in accordance with ELC policies and procedures on Health and Safety and take responsibility for ensuring personal health and safety
· Undertake any other duties in accordance with the post as requested by the CEO, COO, SMT and Trustees

· Represent ELC appropriately and effectively as and when required

· Work flexibly, prioritise workload and work as part of the ELC Team

· Internally – this role requires strong working relationships with the communications, operations and service leads
· Externally – this role requires strong working relationships with Volunteer Edinburgh, local schools, colleges and universities, local businesses and the wider community
KEY OUTCOMES
· Great working relationships with fellow colleagues and volunteers

· Volunteers feel valued and respected
· Volunteer requirements for services are met
· Volunteer requirements for fundraising activities and events are met
· GDPR Guidance and best practice is maintained

REQUIRED QUALIFICATIONS, SKILLS, EXPERIENCE & KNOWLEDGE

Essential:

· Proactive, self-motivated and organised – ability to work as part of a team as well as work independently, managing multiple priorities simultaneously

· Excellent IT skills including MS Office, Outlook and databases
· Proven track-record in working with volunteers, including those with support needs
· Demonstrable experience of managing relationships 
· Effective communication skills, both written and verbal 
· Professional approach to managing confidential data and knowledge of data protection requirements
· Accuracy in data entry and a high level of attention to detail

· Understanding of the Third Sector and commitment to the objectives of the Eric Liddell Centre

Desirable:

· A relevant degree, professional qualification, or equivalent experience 
· A keen interest in and understanding of the Eric Liddell Centre and a passionate belief in our vision and mission. 

· An interest in health and wellbeing issues affecting elderly people and carers
DIMENSIONS AND SCOPE OF JOB
Scale:

· You will report to the Fundraising and Development Manager
People Management:
· You will have direct management responsibility for a group of volunteers 
Internal Relationships:

· You will work closely with the wider team, SMT and trustees and will liaise with the ELC Fundraising Committee to ensure a co-ordinated and consistent approach to the engagement and management of volunteers to support centre services, fundraising activities and events
External Relationships:

· Interface with volunteer organisations such as Volunteer Edinburgh
· Interface with local schools, colleges and universities
The Key Responsibilities, Scope of Job, and Required Qualifications, Skills, Experience & Knowledge reflect the requirements of the job at the time of issue.  The Centre reserves the right to amend these with appropriate consultation and/or request the post-holder to undertake any activities that it believes to be reasonable within the broad scope of the job or his/her general abilities.
TERMS AND CONDITIONS

· Salary: £24,000  (pro rata) 
· Working Hours: 18.5 hours per week (predominately office based)

· Annual leave entitlement: 6 weeks (annual – pro-rata) inclusive of public holidays

· Notice period: 1 month

Other benefits:
· Company contributory pension scheme

· Death in service cover

· Occupational sick 
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