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JOB DESCRIPTION



Role:			Volunteer Development Officer
        Clackmannanshire Third Sector Interface (CTSI)
Salary: 			£25,000
Salary Info: 	Full Time (contract 36.5 hours/week)
Job Type: 		Permanent
Location:                           Clackmannanshire 


Job Purpose
The post holder will provide effective delivery of volunteering promotion and associated support related to routes to work throughout Clackmannanshire.

Principle Responsibilities
· Take a lead role to deliver the CTSI Volunteering Approach to the Wellbeing Economy strategy around volunteering with focus on: 
· Provide support to potential volunteers of all ages to ensure they are appropriately matched with volunteering opportunities through a range of means via the new CTSI Volunteer Portal, Volunteer Scotland, Volunteering Clackmannanshire facebook page, monthly bulletins and other advertising means. 
· Support CTSI member organisations to source and work with volunteers through a range of channels. Develop new opportunities and build strong and effective relations with volunteer leads within organisations able to take on volunteers. 
· Provide support to CTSI member organisations to sign up and use the new CTSI Volunteer Portal. This is a powerful resource with a lot of great features and we need to encourage as many members as possible to sign up and use it. 
· Providing presentations and partnership working with schools, colleges and other organisations on the importance and value of volunteering and deliver the Saltire Award service to young people aged 12-25years. 
· Maintaining databases and undertaking any other administrative duties including keeping detailed information relevant to CTSI workplans and other reports required by Scottish Government.
· Maintain good communication and relationships with Volunteer Involving Organisations and external partners across the region and nationally. 
· Promote volunteering opportunities throughout Clackmannanshire related to member organisations voluntary leadership team ie trustees and promote and support volunteering governance through awareness of the TSI Network Learning Portal and Trustees’ Week and other training. 
· Promotion and administration of the Saltire Awards and associated Saltire Ambassador programme. 
· Coordinate and organise the Volunteer Managers’ Forum on bi-monthly basis.
· Coordinate an annual promotional campaign for volunteering in conjunction with the Communication Assistants at CTSI. 
· Manage the Clacks Volunteer Facebook page and the monthly volunteer bulletin.
· Work with the Membership and Events Officer to plan, co-ordinate Volunteers’ Week and run the Annual CTSI Awards/Volunteer Awards Ceremony, local Volunteer events and Trustees’ Week.
· First point of contact for Disclosure Services enquiries.
· Represent CTSI on the local strategic partnerships including Local Employability Partnership. 
Other duties:
· Represent CTSI at meetings, events and engagements as required including national cross party/advisory groups, the Employer Engagement Forum, Clacks Providers’ Network, TSI Volunteering Forum, CLD planning groups, local Youth Forum. 
· Undertake training in other areas of work of CTSI to provide cover and knowledge when required.
· Work with partners including Developing Young Workforce, DWP, CLD, SDS, Clacks Works and Positive Moves to promote volunteering programmes and opportunities within the work context.  
· Find solutions and develop new ideas around youth volunteering and lead campaigns to increase knowledge and awareness of volunteering. (primary school aged volunteering, family volunteering etc.)
· Overall, support the work of the team as required.
· Provide management to junior staff and/or volunteer roles  and support to volunteers where relevant and training, if required. 

Person Specification
· Experience of working within the Third Sector and working with volunteers essential.
· Positive outlook and non-judgemental attitude
· Experience of providing individual guidance and support
· Experience of inter-agency liaison and effective partnership working
· Ability to work as part of a team and on own initiative.
· Ability to manage time and prioritise workload.
· Excellent oral and written communication skills
· IT skills, including internet, word processing, database and spreadsheets.
· Willingness to undertake additional training appropriate to the post.
· Willingness to adhere to all relevant policies and procedures.

Working Relationships
The Volunteer Development Officer will:
· Meet regularly with their line manager.
· Liaise with other relevant organisations and foster partnerships whenever possible.
· Promote and adhere to the values, philosophy and policies CTSI always.

	Person Specification - Volunteer Development Officer

	
Essential
	
Desirable
	
Assessment Method

	Knowledge

	Understanding of Third Sector
	
	
	Interview Presentation

	Understanding of local public sector agencies
	
	
	Interview Presentation

	Understanding of Third Sector Interfaces

	
	
	Interview Presentation

	Knowledge of a range of outcome monitoring and evaluation processes
	
	
	Application Form & Interview

	Understanding of outcomes focused work planning
	
	
	Application Form & Interview

	Skills & Abilities

	Ability to build strong relationships with all types of people.
	
	
	Interview

	Solutions focused and creative problem solving
	
	
	Interview

	Influence and negotiation skills
	
	
	Interview

	Ability to quickly absorb, understand and retain large amounts of information 
	
	
	Interview Presentation

	Ability to convey complex information to others in a concise and appropriate way.
	
	
	Interview Presentation

	Event organising and management
	
	
	Application Form

	Some public speaking skills
	
	
	Interview Presentation

	Good IT Skills, in particular, databases, spreadsheets and Microsoft Office.
	
	
	Interview Presentation

	Excellent communication skills 
	
	
	Interview  & Presentation

	Excellent report writing skills
	
	
	Application

	Excellent organisational and skills
	
	
	Interview

	Able to prioritise workload
	
	
	Interview



	Experience

	Experience of working in the Third sector, either in a paid or unpaid capacity 
	
	
	Application & Interview

	Experience of effective partnership working within a multi-agency environment.
	
	
	Application & Interview

	Experience maintaining paper and computerised records.
	
	
	Application

	Experience of working under pressure in an environment of change
	
	
	Interview

	Experience of community or organisational development
	
	
	Application

	Experience of managing staff and/or volunteers 
	
	
	

	Personal Qualities

	Motivation and initiative 
	
	
	Interview

	A team player 
	
	
	Interview

	Adaptable and open to change
	
	
	Interview

	A commitment to inclusiveness and equality
	
	
	Interview
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