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Job Description –Volunteer Coordinator – Hit Squad
Job Title:

Volunteer Coordinator - Hit Squad
Responsible to:
Warehouse Manager 
Salary: 

£22,718 - £24,590
Main purpose of role

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. 

The Hit Squad painting and decorating team coordinate the service and ensure that it is delivered to a high standard, working with service users in their homes, with the support of volunteers and corporate supporters. 
As part of a small staff team, volunteer coordinators are required to have a flexible approach and be willing to contribute to the development and efficient running of all services as a whole.
Main Duties & Responsibilities
Service Delivery
· Following established referral procedures, interview new service users and agree terms of engagement for the service user in our services.

· Assess decorating work in service users’ homes.

· Willingness to take part in the painting of the service users’ homes.

· Plan and coordinate volunteers and corporate volunteers to undertake the work, with the understanding that the Volunteer Coordinator may also have to undertake the work alongside volunteers. 

· Seek feedback from clients on the process and quality of our service.
· Liaise with other support organisations to promote the Hit Squads Service and attract appropriate referrals.
· Ensure that reports on outputs and outcomes of the services are prepared and delivered timeously. 

· To manage resources, including the ordering of materials and equipment as required.
· Work with your fellow Hit Squad Coordinator in delivering corporate engagement activities as required.
· To maintain all internal and external monitoring systems.
· Use of Fresh Start vehicles to travel to service users’ homes and transport volunteers to volunteering jobs. 

· Ensure service user is aware of all Fresh Start services and cross refer throughout our services.

Volunteer Management General
· Actively promote the Hit Squad service to potential referrers and service users, including giving presentations to outside agencies and attending events seeking those in need of our service.
· Ensure all volunteers receive clear guidance on their roles, appropriate support and/or supervision and attend review meetings where necessary.
· Maintain records of volunteers’ personal details, availability and work completed in accordance with GDPR.
· Work with the other Volunteer Coordinators towards realising the standards required for the Investor in Volunteers award.
· Generate appropriate volunteering opportunities and role descriptions based on Fresh Start’s requirements.
· Deliver induction training that ensures all volunteers are prepared for their role. 
· Contribute to group events that allow volunteers to contribute to the development of their role within the organisation.
· Adhere to risk assessment guidelines and contribute to the routine review of these.

Miscellaneous

· Attend fundraising and other events organised by, or on behalf, of Fresh Start. (Occasional weekend or evening work may be required, for which time in lieu will be given).
· Contribute to Fresh Start’s communications strategy.  This includes producing articles for publications and electronic media.
· Participate in Fresh Start’s support and 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 Warehouse Manager.
Conditions

· The post is for 37 hours per week.  A flexi time system operates, between 8.00-18.00, Monday –Thursday and 08.00-15.00 on Friday.  There may be some occasional evening or weekend work required, for which time in lieu will be given. 
· The salary scale will be £22,718 - £24,590.
· The post is currently based at Fresh Start’s offices at Ferry Road Drive. Services are delivered from Ferry Road Drive and take place in clients’ homes. 
· There are 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


	
	At interview sighting  of driving licence


	Experience, Knowledge and Skills
	Experience of coordinating volunteers 
	Experience of managing volunteers in a leadership role 
	Application, interview and references 

	
	An understanding of the needs and motivation of volunteers and the ability to adapt to those needs
	
	As above

	
	Experience of delivering training to volunteers
	Experience of developing training programmes for volunteers
	

	
	Knowledge and understanding of issues relating to homelessness.
	Experience of working directly with clients in the homeless sector
	As above

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

	
	As above

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


	Experience in decorating and general DIY skills
	As above

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


	
	As above

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


	
	As above

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


	
	As above

	
	A willingness to be adaptable and flexible in a small team environment 
	
	As above

	
	A willingness to contribute to the promotion of Fresh Start through written work and public speaking 
	
	As above.


Volunteer Co-ordinator

