Home-Start is committed to safer recruitment practice as an important part of safeguarding and protecting children and vulnerable adults


Job Description – Volunteer Co-ordinator
 

Employer: Home-Start Glasgow South 
Hours of work: 28 hours 

Salary: £22,975 – £25,000 (we are open to discuss flexible working options)
 

Responsible to: Senior Co-ordinator
 

Purpose of the job
· To provide consistent recruitment and support of volunteers

· To ensure all volunteers are supported and can contribute to service design

· To maintain high standards of practice in supporting volunteers and families 

· To identify opportunities to maintain the number of volunteers that allow us to deliver our work effectively

· To maintain and provide content for social media 

· Ensure good safeguarding practice in all areas of work

Main Responsibilities
Recruiting and Supporting Volunteers:

· Design and implement innovative recruitment campaigns for home-visiting, fundraising volunteers, and English Tutors

· Identify and utilise different sources for recruitment, e.g., colleges, schools, fayres

· Advertise volunteering opportunities via social media, and other sources

· Recruit, select and prepare volunteers in partnership with Family Support Co-ordinators 

· Complete all administration relating to volunteering including volunteer enquiries, registration, timesheets, and input to Home-Start Glasgow South database.

· Work with Family Support Co-ordinators to deliver volunteer training 

· Work with Family Support Co-ordinators to monitor and evaluate volunteer training

· Source and manage facilitation of additional training for volunteers

· Prepare regular progress and evaluation reports and volunteer statistics 

· Collate volunteer experiences to support the fundraising team

· Organise volunteer events including Volunteers Week activities

· Promote the work of Home-Start Glasgow South

Supporting the work of Home-Start Glasgow South

· Undertake work as delegated by the Director to support the strategic management, development, and future funding of Home-Start Glasgow South. 

· Support the implementation and review of all Home-Start policies and procedures. 

· Comply with Home-Start Glasgow South’s administration, monitoring, and financial systems.

· Promote the work of Home-Start Glasgow South as required by the Director

· Contribute to and support the development of the Home-Start network locally, regionally, and nationally.

This job description reflects the major tasks to be carried out by the postholder and identifies the level of responsibility at which they will be required to work. In the interests of effective working, the major tasks may be reviewed from time to time to reflect changing scheme needs and circumstances. Such reviews and any consequential changes will be carried out in consultation with the postholder.[image: image1.jpg]
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