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Changes 
Person Specification: Befriending Coordinator
June 2025

	Area
	Essential 
	Desirable

	Qualifications


	
	· Community Development/Education qualification
· Mental Health or other related certificate/training
· Volunteer management/supervision training

	Experience / Knowledge
	· Experience of recruiting and supervising volunteers effectively
· Experience of working with a diverse group of people
· Experience of leading on/coordinating projects
· Experience of building good relationships (preferably within a community context)
· Experience of recording information for reporting purposes
· Understanding of confidentiality and safeguarding practices
· Experience of adhering to organisational policies and procedures
· Knowledge of mental health and potential challenges people may face when accessing services
	· Experience using a range of evaluation tools 
· Experience designing and/or delivering training

	Communication and Planning
	· Ability to communicate with a range of people; clients, volunteers, colleagues and other organisations
· Strong time management skills, and ability to organise and prioritise own workload effectively with competing priorities
	· Knowledge of local area and activities within the community

	Personal Attributes
	· Positive attitude and enthusiasm 
· Confident working with a high degree of autonomy within a busy, supportive team
· Commitment to Changes values of compassion, welcoming and community and drive to ensure these are embodied within teamwork and service provision
· Commitment to, and experience of, promoting equality, diversity and anti-discriminatory practice
· Ability to demonstrate a resilient approach, adopting and modelling strategies for managing workload, maintaining appropriate boundaries and promoting self-care.
· Willingness to carry out other tasks that the organisation requires, not always directly related to the project
	

	Using IT and systems
	· Competent Microsoft user (Outlook, Excel, Powerpoint and Word). 
· Competent in use of video conferencing (Teams, Zoom, etc)
	Familiarity using databases 

	Other
	· Willingness to work occasional evenings/weekends as required
· Available to work remotely and within Changes premises depending on the needs of the service
· PVG check for vulnerable adults will be carried out
· Committed to undertaking continued professional development
	Driver’s license and access to a car (due to the need to travel across East Lothian to facilitate befriending matches)
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