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	Job title: 
Volunteer development officer


Reporting to: 

Office manager




Manager
Responsible for:
Maintaining volunteering programme and day-to-day running of foodbank service
Budget responsibilities:
None 
Location: 
Your main place of work will be the Moray Food Plus office at 203 High Street, Elgin but there may be occasions where you are required to work elsewhere, for example, during food drives.
Duties and key responsibilities  
Supported by the office manager you will take responsibility for all aspects of volunteering within the organisation and for the day-to-day development and running of the foodbank service. Duties and key responsibilities include:
· Recruitment, induction, support and supervision of volunteers;
· Manage day-to-day running of foodbank service;

· Overseeing donations and stock levels;
· Networking with organisations and businesses and participating in relevant networking events;

· Developing and delivering presentations and talks highlighting food insecurity in Moray.
Recruitment, induction, support and supervision of volunteers
· Recruit volunteers as required and ensure induction process is followed;
· Support and supervise volunteers as required including buddy programme;
· Organise the volunteer rota and ensure adequate cover is provided across services;
· Identify and develop new volunteering opportunities across the organisation;
· Organise volunteer training and volunteer events;
· Maintaining volunteer records;
· Review and develop volunteer policies as appropriate.
Manage day-to-day running of foodbank service
· Ensure there is enough volunteer cover to meet daily demand;

· Working with the office manager, ensure referrals are processed in a timely manner;

· Support volunteers to make up referrals and make deliveries;

· Plan delivery routes and ensure there is adequate volunteer driver cover to meet demand;

· Deal with any issues that may arise.
Overseeing donations and stock levels
· Co-ordinating the collection of all donations;
· Organising food drives as required;
· Working with the Store Assistant and Office Manager to identify required stock and bulk purchases;

· Maintaining weight records and submitting reports when required.
Networking with organisations and businesses and participating in relevant networking events
· Developing relationships with businesses and other organisations as required;
· Working with community champions to organise food drives and other promotional activities;
· Participating in local network meetings and events.

Developing and delivering presentations and talks highlighting food insecurity in Moray
· Where appropriate, deliver presentations to schools and community groups either alone or with other staff members.
General responsibilities

In addition to specific project responsibilities you will also be expected to:

· Follow all organisational policies and procedures.

· Contribute to team meetings and development days.

· Attend regular support and supervision sessions with your line manager at mutually agreed times.

· Undertake training as appropriate.
· Support volunteers as appropriate.
· Any other reasonable duties requested.

Salary and benefits: This is a permanent post for 20 hours per week working Monday to Friday from 9am to 1pm; some additional hours may be required on occasion and can be taken as TOIL at an agreed date. Pay rate is £13.48 per hour.
Holiday entitlement is 28 days per year pro-rata (includes public holidays).
Out of pocket and travel expenses outwith daily commute will be paid in full.
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Person specification
	Skills and abilities
	Ability to engage with people from all sectors of society.

Ability to work and support others under pressure.
Ability to manage difficult situations.

Good communication and ICT skills.

Competent in problem solving, prioritising and planning.

Excellent organisational and time management skills and ability to work effectively to deadlines.

Ability to develop recording procedures.
Willingness to undertake relevant training.

	Experience
	Experience of managing volunteers or staff is desirable.
Experience as a volunteer is desirable.

Experience of supporting people with additional needs is desirable.

	Knowledge
	Understanding of food poverty and the impact on individuals.

An overview of rural poverty in Moray.
Understanding of confidentiality and data protection is essential.

	Personal attributes and other requirements
	Empathetic towards life circumstances and peoples’ vulnerabilities.
Driving licence and own vehicle preferred.
Please note this role is physically demanding and involves heavy lifting.
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