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CORSTORPHINE COMMUNITY CENTRE
                              Corstorphine Community Centre is a registered SCIO Charity Number SC046009
Role Description


This document forms part of your contract of employment – it is not meant to be an exhaustive list of all duties but rather a summary. You may be asked to undertake, from time to time, other similar duties of a nature commensurate with the broad nature of those detailed below. 
	Job Title
	Volunteer Coordinator 

	Reports to 
	Manager  

	Location  
	5 Kirk Loan, Edinburgh EH12 5HD

	Time commitment
	21 hours per week (inc occasional evenings and weekends)

	Salary
	£25,535 -£29,575 (pro rata)

	Term
	Fixed-term until December 2024 Community Led Lottery Funded


Job Purpose

To manage and coordinate CCC’s team of volunteers to ensure their effective use and support Centre activities and initiatives as required.
Key Responsibilities

Assume line management responsibility for all volunteers and

· Deliver and evaluate an ongoing volunteer recruitment campaign in order to fulfil CCC’s voluntary staffing requirements and support and further its vision, values and mission

· Maintain all relevant volunteer information in order to satisfy regulatory and organisational requirements  
· Maintain and publicise a regular volunteer rota to ensure all resources are effectively utilised 

· Develop and monitor an ongoing training programme in order to make use of, develop and fully utilise the skills of volunteers

· Provide regular communication, direction and support for all volunteers
· Prepare and update operating procedures in conjunction with others in the organisation to uphold CCC’s values and to provide guidance to volunteers 

· Liaise with activity groups to provide support in terms of resources required for activities to be effectively run  

· Assign routine and ad-hoc responsibilities to volunteers to ensure their time is fully utilised

· Develop and evaluate relevant budgets to ensure all costs are effectively managed
· Ensure the effective deployment and use of volunteers to support a variety of community-based activities and initiatives so skills and experience are used to maximum effect
· Oversee the marketing and development of the charity shop in conjunction with the Shop Coordinator

· Coordinate the monthly Tea Dance programme with a team of volunteers (last Saturday of each month)
Additional Responsibilities
· Support Centre activities and initiatives when resources are limited 
· Where appropriate, and funding dependant, develop new community-based activities and initiatives to support the wider CCC programme
· Attendance at relevant internal and external meetings
Skills & Experience required 

	Essential 
	Desirable 

	Experience of recruiting and retaining volunteers in a 3rd sector setting such as a charity 
	Understanding and a good working knowledge of legislation affecting the 3rd sector

	Experience of having led and managed a team of people whether paid or not 
	Attention to detail 

	Experience of developing and delivery training material 
	Experience of working with the public

	Strong, well-developed communication & interpersonal skills 
	Experience of working flexibly

	Experience of working autonomously  
	

	Excellent organisational and team building skills 
	

	Strong administrative skills and abilities 
	

	Empathetic work approach 
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