
Job description

This job description describes the practical purpose and main elements of the job.  It is a guide to the nature and main duties of the job as they exist currently, but is not intended as a wholly comprehensive or permanent schedule.

	1. JOB DETAILS

Job title: Volunteer Development Officer        Department: Corps Development

Reports to: Head of Volunteer Development    Reporting to job-holder: None


	2. OVERALL PURPOSE OF THE JOB  
The Volunteer Development Officer will be responsible for key aspects of volunteer development such as recruitment, induction, training, retention, motivation and engagement.

Co-ordination of the volunteer activities to deliver the charitable aims.


	3. JOB DIMENSIONS


Structure:





	4. PRINCIPAL ACCOUNTABILITIES 
1. Promote volunteering within the organisation.
2. Recruitment and selection - Managing the recruitment and placement of volunteers.

3. Manage the induction of volunteers.
4. Plan, organise and monitor volunteering activities.
5. Learning and development.
6. Volunteer conduct - address problems with volunteers’ performance and conduct.
7. Promote productive working relationships between volunteers and other stakeholders.
8. Develop and maintain partnership working to support the delivery of the volunteering strategy.
9. Identify, assess and control health and safety risks.
10. Manage projects involving volunteers.
11. Organise events involving volunteers such as meetings, seminars, forums, internal conferences, promotional events and social events.
12. Manage the quality of services involving volunteers.
13. Maintain CPD.
14. Managing and developing area emergency planning and resilience, along with managing volunteers providing these services.

15. Work in partnership with the Regional Development Groups to develop local activities in line with delivering the organisation’s aims and objectives.

16. Liaise with the Volunteer Development Trainer/Assessor to ensure that volunteers are trained and competent.
17. Liaise with the Volunteer Development Trainer/Assessor on interview training for volunteers.

18. Deal with conflict, volunteer conduct issues to mediate and resolve.

19. To represent the organisation as appropriate at meetings of relevant external stakeholders/organisations/partners.

20. Liaise with the Finance, Marketing, Training and Community departments as appropriate.

In addition to the duties highlighted, the organisation operates a flexible approach to its activities and the post holder may accordingly be called upon to undertake any other duties from time to time as circumstances warrant.  An element of unsocial hours will be required to be undertaken.

These key tasks are not intended to be exhaustive, but they highlight a number of major tasks that the post-holder may be reasonably expected to undertake.



	5. JOB CHALLENGES AND PROBLEM SOLVING
Leading and motivating volunteers working in a high pressured, changing environment. Managing multiple administrative activities and conflicting priorities whilst working to set deadlines.



	6. ADDITIONAL COMMENT  

     Note:

Every job description in the organisation will be subject to a review either:

· on an annual basis at the time of the annual appraisal meeting, or

· as a result of a change in strategic direction, or

· as a result of a team/ operational requirements, or

· as a result of agreed performance appraisal needs and objectives, or


within six months of appointment



	


Head of Volunteer Development





Volunteer Development Officer








