
[image: S:\FreshStart logo.jpg]
Job Description - Volunteer Coordinator


Job Title:	Volunteer Coordinator 

Responsible to:	 Hub Manager

[bookmark: _Hlk115874671]Salary scale:	£20,173-24,108 pro rata (22.5 hours)
	
Background

Fresh Start provides support to people moving on from or those at risk of homelessness. Fresh Start has been active in Edinburgh for over 20 years with a mission to help people make a home for themselves.  Volunteering is at the centre of Fresh Start’s ethos, and we are looking to diversify our team of volunteers to ensure all ages, backgrounds and demographics are represented and given opportunities at Fresh Start. 

Purpose of role:

Fresh Start have a variety of different services (starter packs, painting and decorating, cooking, growing, community pantry and shop etc) that use volunteers to work alongside the people who use those services.
This role will be responsible for recruiting and training all volunteers into Fresh Start, and placing them in the relevant service. 

The Volunteer Coordinator will be responsible for all aspects of volunteer engagement, in line with ‘Investing in Volunteers’ processes, recruitment, training and initial support of all volunteers within our services. This includes actively recruiting volunteers and supporting those who use our services to access volunteering opportunities.

Main Duties & Responsibilities

· Provide one point of contact for all volunteering enquiries and be the initial contact within the organisation. 
· Ensure all volunteer coordination is streamlined and complies with Fresh Start’s Volunteer Policy.
· Recruit, train and support volunteers in collaboration with Volunteer Coordinators to ensure volunteers are embedded in the services.
· Proactively attend off site events, meetings, and gatherings to promote Fresh Start volunteering opportunities. 
· Deliver presentations and talks to church and community groups amongst others to promote volunteering opportunities. 
· Collaborate with Service Volunteer Coordinators to develop role descriptions for volunteers to meet the aims of each service.
· Liaise with Volunteer Coordinators and Managers within Fresh Start when recruiting volunteers to identify appropriate volunteering opportunities.   
· Chair meetings with Volunteer Coordinators to ensure good communication and internal pathways for volunteers, supported volunteers and service users across the services.
· Organise recruitment campaigns to diversify Fresh Start volunteer pool, including liaising closely with Volunteer Edinburgh and University Student Associations regarding volunteering opportunities at Fresh Start.
· Collaborate with Volunteer Coordinators to ensure that Fresh Start can provide supported volunteering opportunities to people with additional support needs, or people facing barriers to employment as a positive pathway.
· [bookmark: _Hlk113537779]Develop service user involvement in line with Fresh Start’s strategic objectives and development priorities.
· Take part in volunteer review meetings for Fresh Start where necessary. 
· Organise social events for volunteers, celebrating volunteering by nominating volunteers for awards and organising celebration events.
· Coordinate ‘Investing in Volunteers’ renewal paperwork and processes.
· Contribute to group events that allow volunteers to contribute to the development of their role within the organisation.
· Take responsibility for ensuring volunteers are Disclosure checked for the purposes of certain roles and carry out risk assessments when necessary.
· To collaborate with the community research team to monitor and evaluate the impact of volunteering on the volunteer team via interviews and surveys etc in line with outcomes outlined in Fresh Start’s strategic objectives and development priorities.

Miscellaneous

· Attend fundraising and other events organised by, or on behalf, of Fresh Start.
· Contribute to Fresh Start’s communications strategy.  This includes producing articles for publications and electronic/social media.
· Participate in Fresh Start’s supervision and appraisal system.
· Attend Fresh Start team meetings, away days, training and other forums as requested.
· Comply with Fresh Start’s company policies and procedures.
· To undertake any other duties appropriate to the post as requested by the management.


Conditions

· The post is for 22.5 hours per week.  A flexi time system operates, between 08.00 and 18.00 Monday –Thursday and 08.00 - 15.00 on Friday.  There may be some occasional evening and weekend work required, for which , time in lieu will be given. 

· The salary scale will be £20,173-24,108 pro rata

· The post will be based at Fresh Start offices at 22-24 and 28-30 Ferry Road Drive EH4 4BR. 

· There is a pro rata allocation of 29 days annual leave, plus 6 statutory public holidays.

· There is a Pension Scheme with Fresh Start contributing 6% and employees 4%



Person Specification:  

The successful candidate will demonstrate a range of the following experience, abilities and qualities throughout the application process.

	Factor
	Essential
	Desirable
	How Identified

	Qualifications 

	


	Full driving licence 
Use of own vehicle (business mileage would be reimbursed but the employee would be responsible for their own business insurance)

Educated to degree level

	At interview sighting of driving licence


	Experience, Knowledge and Skills
	Experience of coordinating volunteers to deliver services



	Experience of community development 

	Application, interview and references 

	
	
	Experience of working with individuals and groups from disadvantaged backgrounds

	Application, interview and references

	
	
	Understanding and experience of ‘Investing in Volunteers’ processes and procedures
	Application, interview and references

	
	Experience of working with a broad range of volunteers including those with additional support needs in variety of roles 
	
	Application, interview and references

	
	An understanding of the needs and motivation of volunteers and the ability to adapt to those needs
	
	Application, interview and references

	
	Experience of delivering training to volunteers

	
	Application, interview and references

	
	Ability to communicate with a broad range of people including supporters at churches, statutory and voluntary agencies and service users.

	
	Application, interview and references

	
	A hands-on and practical approach and a willingness to undertake practical tasks.

	
	Application, interview and references

	
	The ability to work unsupervised and a proactive approach to problem solving.

	
	Application, interview and references

	



	Proficient in I.T and familiar with Microsoft Office packages.  

	
	Application, interview and references

	Values and Attributes 
	Commitment to the aims and values of Fresh Start 

	
	Application, interview and references

	
	A willingness to be adaptable and flexible in a small team environment 
	
	Application, interview and references

	
	A willingness to contribute to the promotion of Fresh Start through written work and public speaking 
	
	Application, interview and references

	
	Excellent interpersonal and organisational skills
	
	Application, interview and references

	
	Good team worker and ability to use own initiative
	
	Application, interview and references

	
	Positive outlook, patient and tolerant, organised and efficient
	
	Application, interview and references
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