Job description
	Job title:  Adult Volunteer Placement Officer

	Reports to:  Senior Management team 

	VASA is the TSI (Third Sector Interface) for South Ayrshire with a Scottish Government remit to deliver core support to the Third Sector which includes the promotion, development and celebrating of volunteering.  This role will focus on adults 25 +.

For this role the ideal candidate would have the following attributes:

	· Creativity 

· Understanding the benefits of volunteering 
· Empathy 
· Maturity 

· Outgoing 
	· Forward thinking

· Enthusiastic 
· Confident 

· Enjoy working with a mix of  people 
· Engaging 

	Main Purpose of the Job:

This is an exciting role for someone who believes in the benefits of volunteering and the difference it can make to both individuals and the community.  
The main purpose of the job is to promote and develop volunteering by:
· Giving presentations and promotion of the many volunteering opportunities available at recruitment fairs and other events
· Form strong partnerships with the DWP and Skills Development Scotland 

· Match volunteers to suitable opportunities and monitor their journey
· Carry out surgeries to those interested in volunteering at a range of locations.
· Encourage older people to try/return to volunteering to aid self management

	Responsible for:
· Identification of events in order to “sell” volunteering and its many benefits  
· Grow the number of people engaged in volunteering in South Ayrshire set against a baseline. 
· Creation of success stories / case studies of volunteering 
· Ensure volunteers are placed with organisations that support volunteers and ideally have a volunteer induction and handbook as minimum requirements.
· Work as part of the volunteering team to celebrate volunteering 

	Location: 

Based in Ayr but will need to travel throughout South Ayrshire 

	Wage:

£22,495 pro rata 

	Contract period: 

Initially until December 2024

	Holiday Entitlement: 

36 days (pro rata) all floating except for Christmas and the New Year   

	Hours: 

18 hours per week spread over 3 days. The need to work occasional evenings and weekends is vital for this role. 


Main tasks
	
	Task

	1
	To “sell” the benefits of volunteering to adults over the age of 25 (focusing on older people) and encourage them to try volunteering as an option. 

	2
	Attend recruitment fairs and other such events promoting volunteering and the diversity of opportunities.

	3
	Collate monthly and yearly statistics on the number of people interviewed and matched to volunteering opportunities in South Ayrshire set against a base line

	4
	Help with yearly events including the SAVA wards and other VASA initiatives

	5
	Create publicity material to meet the target audience 

	6
	Identify target groups to offer presentations on volunteering including Women’s Guilds, Sheltered Housing, pre-retirement courses etc 

	7
	Carry out surgeries across South Ayrshire by offering an appointment system to interview and match volunteers

	
	All VASA staff are expected to work in a flexible manner and assist Line Managers in the discharge of their responsibilities, particularly the following:

· Maintain a best value culture

· Contribute to a positive and inclusive working environment within which regular performance review takes place and undertake further training, as appropriate

· Ensure safe working practices in which the health, safety and welfare of colleagues are not jeopardised

· Participate in the implementation of effective operational plans to meet the objectives of VASA services


Skills, Knowledge & Experience

Essential:

· Good Office IT skills 

· Good time management 

· Good communication skills both written and verbal

· Ability to collect data, analyse it and produce a report 

· An understanding and commitment to equality and diversity

· Ability to drive with full clean driving licence 
· Ability to work flexible hours on occasion
· Experience of being a volunteer

· Knowledge of the Third Sector 

Desirable:

· Customer service skills
· Event planning 
This job description is intended as a general indication of the main responsibilities of the job and does not include detailed instructions on how tasks are undertaken.  You may be required to carry out additional tasks within your capability as necessitated by your changing role within the organisation and to meet the needs of the business.
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