[image: Midlothian Sure Start Logo CMYK]		Job Description


Job Title: 		Volunteer Co-Ordinator
Responsible to:	Business Support Manager
Responsible for:	To lead on the promotion, recruitment and support of volunteering opportunities in Midlothian Sure Start and to support volunteer opportunities outwith Midlothian Sure Start for families engaged with Midlothian Sure Start	
Main Purpose of Job
To recruit new volunteers, particularly those with a lived experience of our services.
To provide support and mentoring to new and existing volunteers 

Main Tasks

Recruiting Volunteers
· Promote volunteering opportunities to engage potential volunteers including those with lived experience
· Act as a point of contact for any volunteering queries or concerns.
· Guide volunteers though the application and induction process including onboarding them onto HR Toolkit
· Co-ordinate any volunteer support and attendance at events or activities.
· Act as a point of contact for any volunteering queries or concerns.


Supporting Volunteers
· Provide volunteer induction and ongoing training and supervision 
· Assist in ensuring volunteer information held on HR systems is kept up to date at all times.
· Keep in touch with volunteers on a regular basis through phone calls, zoom meetings and visiting them whilst volunteering.
· Maintain accurate and complete records of volunteer communications.
· Support volunteers in any training or development activities as appropriate.
· Co-ordinate any volunteer support and attendance at events or activities
· Support volunteers into their placement e.g. through ensuring volunteers are placed in a team and have a nominated manager
· Co-ordinate with project external consultant to provide appropriate reflective practice for volunteers.
· Enable volunteers to engage with local communities, schools, businesses, voluntary groups and associations to support both marketing and fundraising.
· Support development opportunities for families with lived experience outwith Midlothian Sure Start

Monitoring and Evaluation
· Monitor the engagement of volunteers across the organisation
· Provide a quarterly report on volunteer involvement to the senior management team.
· Evaluate the impact of the programme on both volunteers and families in the centres

Operational Responsibility 
· Keep abreast of latest policy, legislation and good practice developments and integrate them into your practice.
Partnership working
· Support a collegiate working environment and good working relationships with all stakeholders.
· Link with relevant professionals to ensure that project is delivered in coordination with other activities in Midlothian. 
· Represent Midlothian Sure Start at the Volunteer Managers meetings in Midlothian

Health and Safety 
· Implement the Organisation’s Health and Safety guidelines and ensure all activities comply with appropriate legal requirements, policies and compliance standards.
· Undertake appropriate risk assessments to ensure the safety of both volunteers and other stakeholders.
· Ensure that incidents and accidents are dealt with according to internal policies and procedures and in line with expectations from funders, registering bodies and the legal requirements. 

General
· Participate in staff development opportunities, including Training Days and Support and Supervision in order to keep up to date with changes in statutory requirements and good practice, and to develop professional expertise.
· Attend team meetings and support organisational events as required.
· Undertake CPD as agreed with line manager.
· Attend reflective practice meetings as required.
· Hold appropriate memberships.
· Work as part of a team.
· Contribute to the evaluation procedures of HMIE/Care Inspectorate and the Council.
· Any other duties as reasonably delegated by your Line Manager. 


Person Specification

	
	Essential
	Desirable

	Qualifications

	HNC in Social Care/Dip Social Work/BA Community Education/equivalent
	
	

	Child protection training 
	
	

	Knowledge

	Working with volunteers
	
	

	The impact of trauma on children and through the lifespan
	
	

	The issues that affect families with children, including issues pertaining to the local area
	
	

	Understanding the needs within the community
	
	

	Education, work and volunteer systems that families can access, and routes of access
	
	

	Experience
	
	

	Engaging and supporting volunteers
	
	

	Supporting families to engage with services
	
	

	Working with parents in building their self-esteem and confidence
	
	

	Promoting services within the local community
	
	

	Operate as a member of a team
	
	

	Skills
	
	

	Initiative, creativity, self-direction, self-awareness & flexibility
	
	

	Effectively communicate with a range of people including parents, children, students, colleagues and staff from other agencies
	
	

	Inclusive practice and awareness of discrimination
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