	Job Description
	[image: image1.jpg]






Role: 


Project Worker – Volunteering and Learning Officer
Salary:
£25,080 pro rata + 5% pension contributions, generous holiday entitlement.
Hours:
18 hours per week specific work pattern to be agree with the successful candidate 
Contract Term: 
Until end March 2027 with possible extension subject to further funding
Reports to:

Circular Economy Projects Manager
Location: 
Based at Linlithgow Community Development Trust Office, Linlithgow. With potential for some home working and travel across the region
Organisational Overview: 
Linlithgow Community Development Trust is a charity formed by residents to deliver changes that benefit our community. Our vision is “Empowered, thriving communities where people work together to nurture innovation” which we hope to achieve through our mission of “Fostering creative solutions to provide community benefit and encourage a sustainable and vibrant Linlithgow”.
Our main priorities are;

· Driving Environmental Initiatives
Encouraging waste reduction, resource reuse, and recycling within the community; promoting energy efficiency, encouraging sustainable transportation options, developing friendly green spaces, supporting local food production. 
· Improving Community Health and Wellbeing
Building connections, reducing social isolation, improving mental and physical health and well-being, increasing learning and skill-building 
· Facilitating Community Engagement 

Empowering residents to develop innovative and sustainable solutions to create community benefit and capacity-building. 
Our staff and volunteers are all local people focusing on projects prioritised by local people. By coming together, we want to access the resources needed to help develop strong, inclusive and meaningful projects that give the community a sense of purpose and value and build confidence that they can take into all areas of their lives. Annually, we engage with over 3000 people through our activities, improving the environment, people’s health and wellbeing, and strengthening our communities.
Job Purpose: 

This role will play a vital part in the growth of the organisation and success of our projects.  This new position will be responsible for driving forward several projects linked to community development, volunteering and learning. As an LCDT Project Officer you will work closely with project staff and partners to increase the number of volunteers recruited and support new and existing volunteers to ensure an overall positive experience. You will develop processes and procedures to safely and effectively recruit, induct, train, mentor, retain, and empower volunteers including those experiencing barriers, to build their confidence and to maximise their impact in our local community.

In addition to volunteer development you will also drive forward some learning events and projects that will predominantly be run by volunteers to achieve outcomes that we have committed to with our funders. This will involve reaching out to community groups across the ward to gain a better understanding of their needs and aspirations. 

This role will be heavily focused on engagement with those seldom heard and experiencing barriers so a strong understanding of, and commitment to, equality and diversity is essential.
DUTIES AND RESPONSIBILITIES  
Recruit

· Be the contact for volunteering enquiries and managing volunteer recruitment; liaising with other community groups and partners regarding volunteer placements and opportunities. 
· Build and nurture relationships with volunteers across the Linlithgow ward and to oversee the quality of the volunteer experience and pathway within LCDT.  
Retain

· Carry out quality inductions for all new LCDT volunteers supporting our team with co-ordination of task specific training.  
· Support the management of volunteers, providing on-going, relevant communication and support, ensuring best practice in volunteer management.
· Ensure Health, Safety and wellbeing of volunteers is kept to a high standard

· Take accountability, in co-ordination with the CEO, for volunteering policies, handbooks, reporting and recording procedures.
· Manage and implement outcome focused systems of evaluation to monitor the quality and quantity of volunteering including numbers, hours and roles as well as evaluation of their experiences. 

· Provide learning opportunities to enable skill-sharing and inspire creativity.
· Develop content and communicate with the community through social media, monitoring reach and engagement.
Recognise

· Liaise with participants to monitor success and request feedback for evaluation purposes and case studies.
· Develop ways in which we can implement consistent volunteer recognition both individual thanks as well as group celebrations.

Activity delivery

· To work on the expansion, administration and delivery of existing projects to those experiencing social isolation, socio-economic disadvantage and mental health challenges.
Other duties
· Work with and develop good working relationships with a range of stakeholders across the local community.
· Maintain accurate monthly budget records, process all invoices and purchase orders in line with the organisation's procedures. 

· Establish a steering group of volunteers with lived experience to guide the projects future direction and provide insight and feedback on what is important to them.

· Work closely with all LCDT staff and volunteer team.
· Contribute to the development and upkeep of LCDT’s physical spaces, websites, events diaries, blogs and monthly mail outs.
· Carry out other duties which may reasonably be required in light of the main purpose of the job.
PERSON SPECIFICATION 
The successful applicant will meet these criteria:
	Experience 

	Essential
	· Relevant work experience in a project environment servicing the needs of multiple internal/external stakeholders

· Proven, hands-on experience working with volunteers including recruiting, training and managing volunteers with positive outcomes
· Experience of organising and running events
· Experience of establishing and maintaining processes, policies, monitoring and evaluation systems
· Experienced of engaging with those seldom heard and experiencing barriers

	Skills and knowledge

	Essential
	· A clear understanding of the organisational and personal benefits of volunteering
· Knowledge of best practice regarding volunteer policy and legislation
· Excellent communication and interpersonal skills
· Ability to demonstrate strong attention to detail

· Ability to be creative in problem solving

· Excellent administration and numerical skills

· Strong organisational skills with the ability to work across multiple projects and with a range of people

· Confident use of MS Office and MS Teams

	
	Desirable
	· Experience building profile through social media
· Knowledge of the voluntary sector in Scotland, and the key organisations that have a responsibility for volunteering

	Personal attributes
	Essential
	· Motivated and driven
· Flexible and adaptable 
· Energetic, proactive, and enthusiastic 
· Able to motivate and inspire others 
· A strong understanding of, and commitment to, equality and diversity

	Other
	Essential
	· Willingness to work some evenings and weekends

· The ability to transport yourself around the local area to meet with partners and volunteers through the course of your work


Linlithgow Community Development Trust (LCDT) is fully committed to the principles of equality of opportunity. Through our recruitment process we will endeavor to ensure that no applicant receives less favourable treatment, on the grounds of age, race, disability, parental or marital status, religious belief, sex, gender, social status or sexual orientation, than any other.
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