
Job Title: Diversity and Inclusion Officer

Role Reports To: Head of Communities & Inclusion
Job Family: Job Family 3
Salary: £24k pro rata
Department: Communities and Inclusion
Hours: Part time 16hrs per week (fixed term contract, until 31st March 2023)
Location: The post is home based and can be anywhere within the UK.  On occasion there will be an expectation to be able to travel across the UK to various office sites.
The postholder will require good internet access to enable remote working, and I.T. equipment and infrastructure will be supplied. 

Role Purpose
This newly created role will enhance our commitment to improving equity, diversity and inclusion (ED&I), supporting Volunteers Matters to be a great place to work and volunteer for all. The role will support our Head of Communities and Inclusion and our current and quickly developing work on ED&I.  The work will include planning, coordinating and delivering a calendar of diversity events throughout the year, realising our ambition to truly be a disability confident employer and creating spaces for ED&I learning conversations. The role will also champion internal ED&I initiatives whilst having an opportunity to contribute and co-produce future ED&I events.

Key Duties Responsibilities
•	Support with ED&I planning and delivery
· Provide administrative support for staff led diversity networks as and when required
· Assist with planning, development, coordination and communication of ED&I initiatives and events
· Develop external relationships with key ED&I support networks across the UK 
· Support colleagues and volunteers with ED&I enquiries 
· Support with the internal tracking of ED&I data, and producing regular reports
· Provide general administrative support on EDI related work


Experience/Skills/Attributes
· A good awareness of Equality legislation 
· A commitment to promoting equity, diversity and inclusion
· A good understanding of embedding diversity and inclusion initiatives
· Ability to use online tools to create promotional materials, set up online meetings etc
· Experience of organising meetings, groups, events
· Experience of promoting initiatives using social media platforms and Teams
· Able to plan and prioritise with a reflective learning approach
· Open approach towards internal and external stakeholder engagement
· Good administrative and IT skills 

Qualifications 
Relevant experience and values alignment is more important for this role than specific qualifications.
DBS/ PVG
This role doesn’t require full DBS/ PVG clearance.
Our Values & Way of Working: 
In all that we do, we embrace a philosophy of ‘Freedom within a Framework’ and are guided by our values: Empowering, Inclusive, Compassionate, Positive & Straightforward.
Diversity & Inclusion:
Volunteering Matters welcomes all applicants and are keen to ensure our team reflects the diversity of the UK and the communities we serve. We encourage applications from disabled, LGBT and Black, Asian and Minority Ethnic backgrounds, along with candidates with any protected characteristics and from disadvantaged groups.
Disability Confident & Reasonable Adjustments:
We guarantee to interview anyone with a disability whose application meets the minimum criteria for the role. Please provide evidence in your application, which demonstrates that you meet the level of competence required in the “Experience/Skills and attributes” section of this job description. To be considered for a guaranteed interview or to discuss any reasonable adjustments during the process, please state this in your application or contact join@volunteeringmatters.org.uk for more information.  
We have also committed to the following pledges which positively encompass our recruitment and selection processes and methodology: The Promise (Scotland), Show The Salary, Salary History.

This job description is intended to include the broad range of responsibilities and requirements of the post. It is neither exhaustive nor exclusive but while some variations will be expected, these will be at an appropriate level for the role.
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