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Job Description

Job Title:-

           Volunteer Co-ordinator 
Hours of Work:-
           16 hours

Salary:-                                 £28,913 - £31,745 FTE (pro rata @ 35 hrs) + 6% Pension

Line Manager:-
          Programme Manager
Purpose:-   As our Volunteer Co-ordinator, you will lead on the recruitment, induction, support and development of volunteers across the organisation. This role is not just about filling volunteer posts, but about creating meaningful opportunities for growth, empowerment and employability.
Duties and Responsibilities of Post:-
· Recruit, induct, train and support volunteers to ensure they feel welcomed, valued and empowered
· Manage PVG process for volunteers
· Develop and maintain clear volunteer pathways for those seeking skills, confidence, and routes into employment

· Foster an inclusive, inspiring and respectful volunteer culture

· Match volunteers with opportunities that align with their skills, aspirations and availability

· Provide regular supervision and support to volunteers on a one-to-one and group basis

· Coordinate volunteer rotas in collaboration with staff, ensuring adequate cover across services

· Promote volunteering opportunities via a range of channels, including social media

· Celebrate volunteer contributions and achievements

· Monitor and evaluate volunteer engagement, maintaining accurate records and reporting as required

· Work closely with all staff teams to identify and develop new volunteer roles

· Review and implement volunteer-related policies and procedures

· Represent the organisation in volunteer networks, forums and community events

· Contribute to funding applications and reporting relating to volunteering

Develop and facilitate weekly issue-based workshops and activities with families
· Promote all 3D activities and opportunities to volunteers and network events. 
· Work with and empower individuals to identify their own needs, aspirations and goals, and encourage their participation within their community
· Work alongside the Volunteer Development Co-ordinator where volunteers are involved and carry out planning sessions and de-briefs with volunteers as appropriate
· Communicate effectively with colleagues, partnerships, networks, groups and service providers
· Ensure compliance with safeguarding, health and safety, GDPR and equality legislation and anti discriminatory practices are implemented and adhered to.
· Participate in wider team meetings, events, trainging and activities, including occasional out-of-hours work

· Represent the organisation in the community, city wide and nationally; including conferences, meetings and from time to time, giving presentations about the work
· Participate in general office duties, staff meetings, events and activities
· Consult and co-operate with the line manager and directors, providing regular reports both written and verbal
· Undertake relevant training/development opportunities
· Reflect on and develop own practice in consultation with Line Manager
· Effectively manage the use of resources
· Keep appropriate records and complete appropriate paperwork
· Any other reasonable duties as may be appropriate or as directed by the line manager
Volunteer Co-ordinator Person Specification

	                        Essential
	                         Desirable
	

	                                         d Experience and Qualifications
	

	· Experience of co-ordinating or working with volunteers in a community setting


· Experience of recruiting, training and supporting volunteers




· Experience of working as part of a team
· Experience of partnership working and community engagement




	· Relevant professional qualification (e.g. Volunteer Management)


· Experience of promoting opportunities through social media



· Experience of contributing to funding or monitoring reports
· Experience of group facilitation and supervision
· Experience of planning rotas or coordinating staff/volunteer schedules

	

	Knowledge and Understanding
	

	· Understanding of the role and value of volunteers in community-based work


· Commitment to the ethos and values of 3D Families


· Knowledge of safeguarding, equal opportunities and anti-discriminatory practice


· An understanding of the challenges facing families in Drumchapel and surrounding areas

· Understanding of pathways to employment and personal development
	
	

	Skills and Abilities
	

	· Creative and strategic thinker with a passion for community development



· Strong interpersonal and communication skills



· Ability to motivate and support a diverse range of individuals



· Ability to plan and coordinate effectively, including rotas and schedules
· Strong organisational and time management skills



· Competent in Microsoft Office (Word, Excel, Outlook)



· Confident in using social media to promote opportunities



· Reliable, collaborative and self-motivated


· Problem-solving skills and ability to manage challenges calmly and constructively
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