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	JOB DESCRIPTION



	Post Title:
	Volunteer Co-ordinator – Yate, Chipping Sodbury and Locality


	Salary & hours:
	£22,282 per annum, pro rata, 10.5 hours per week
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	· Work with local partners to ensure good practice in volunteering and that coordinated services are provided for local residents

· Recruit, train and supervise volunteers to support the Volunteer Centre

· Maintain a database of volunteers and placements 
· Broker potential volunteers with appropriate local volunteering opportunities
· Support people with barriers to volunteering to access suitable opportunities
· Support the running and promotion of volunteer manager forums 
· Manage relevant website pages, and create content for social media and  local newsletters.
· Produce quarterly reports for the volunteer centre

· Work with the South Gloucestershire Volunteer Centre Partnership to be aware of national and regional strategies about volunteering and to support the development of a sustainable volunteer service
· To carry out any such duties as may reasonably be required in relation to a post of this nature
· To actively seek connections and build relationships between people and groups outside of Southern Brooks Community Partnerships and be a persistent and reliable conduit for introductions and linking people with others, groups and activities. 

· To look for opportunities to link individuals to activities in the Southern Brooks hubs so they can develop relationships and build their social networks.

	

	Data Protection Act 1984


	All employees are under a legal obligation not to use or disclose any personal information that comes into their possession during their duties in any unauthorised manner.  Duties and obligations under the Act that relate to this particular post will be explained to the post holder upon appointment



	Supervisory Responsibility
	Will be required to supervise volunteers.


	Supervision Received
	General supervision will be received from the Volunteer Manager at Southern Brooks Community Partnerships


	Contacts
	Volunteer Centre partnership, CVS South Gloucestershire, funders, town councils, local businesses, appropriate staff within the Community Services, the general public and outside agencies.



	General
	Flexibility in respect of when the hours are worked will be required. There will be some evenings and weekend work. 
The role will be based in various locations in Yate and Chipping Sodbury, including Cranleigh Court Community Hub with regular travel to Kingswood and occasional travel to work at Southern Brooks offices in Patchway. 


Person Specification FOR VOLUNTEER CO-ORDINATOR
	Essential skills
	Competencies
	Method of assessing

	Experience
	· Significant experience of work (in a paid or voluntary capacity) within the community 

· Understand the reasons that people volunteer and the support they need
· Knowledge of the issues and opportunities facing local communities
· An understanding and commitment to equalities
Desirable
· Knowledge and experience of fundraising

	Application form 

and interview 

for all 

competencies


	Skills
	· Excellent communication skills in written, telephone and face-to-face contact with the ability to communicate effectively with the general public, staff from a wide range of community groups, officers of the Council and local Councillors
· Ability to make good relationships with people
· Enthusiasm and a genuine desire to work with local people with barriers to volunteering
· Ability to work on own initiative and prioritise workload
· Ability to write reports and keep records
· Flexible and adaptable outlook
· A practical approach to problem solving
· Good IT skills and the ability to manage a database 
· A driving licence or access to transport

	Application form 

and interview 

for all 

competencies


  Job Purpose





To develop, promote and co-ordinate the work of the volunteer centre across the areas of Yate, Chipping Sodbury and locality and contribute to the development of Volunteer Centre Partnership South Gloucestershire.  





The primary purposes of this role are to:


Co-ordinate the Volunteer Centre Yate, Chipping Sodbury and locality


Build connections with, and support the volunteer programmes of, voluntary organisations, groups and charities in the area


Enable students and unemployed people to access appropriate volunteering opportunities





We have a mission of “Strong Communities Powered by People”.  We know that successful communities have people who are excited by change, learning and working together, able to influence decision making, have the skills and confidence to be involved in their communities, able to make health choices as well as building and sustaining good relationships.





Using both the Southern Brooks Community Partnerships values and community development values and practices, you will work with people to build confidence, tackle issues of poor health, help children and young people to make the steps to achieve their potential, help people back into employment and support with personal finance to live in a safer and stronger community.


To work effectively in this role you will share our values.  We are passionate about helping people to make a difference in their lives, families and neighbourhoods.  We work in a flexible way which embraces equality and diversity; we find creative and innovative ways to encourage participation; through working and learning together we build skills and networks that create better communities. 
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