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 Job Description
key information
	Post:
	Volunteer and Engagement Coordinator

	Salary/pay:
	£18,975 for 22 hours, FTE salary is £31,051

	Hours & base: 
	22 hours, ideally over 4 days, during core office hours (hybrid working from home option of 1 or 2 days a week).  
Base is our office in Guildford, with travel within Surrey to meet with volunteers, sessionals and other stakeholders at a location convenient to them and to attend awareness raising activities.  
On an occasional planned basis, the postholder will be required to work out-of-hours to meet with volunteers, sessionals and other stakeholders at times convenient to them.

Occasionally, the postholder may attend engagement activities out of core office hours, such as attending awareness raising stands and events.  

	Responsible to:  
	HR Manager 


JOb purpose
The post holder will develop and coordinate our team of volunteers and Sessional Workers (zero hours youth workers).  They will identify other participation opportunities such as work experience placements, university placements, internships and apprenticeships.
They will also help develop internal engagement activities and participate in external awareness raising and fundraising activities.    
MAIN DUTIES AND RESPONSIBILITIES
Leadership & Coordination

· Lead on the development, implementation and evaluation of the volunteer strategy and develop other strategic opportunities such as sessional workers, work experience placements, university placements, internships, and apprenticeships.  
· Embed good practice in every aspect of the volunteer & sessional worker journey. 
· Maintain up to date records on volunteers and sessionals.  
· Maintain policy, procedures, and processes, ensuring that we are working in a coordinated and efficient way.

· Carry out reviews with volunteers and discuss any concerns. 

· Engage with those who are not actively responding to opportunities.
· Coordinate sessional work opportunities. 
Recruitment, Training and Support

· Create role descriptions for volunteers in partnership with colleagues from within the services. 

· Coordinate the recruitment and induction process for sessionals and volunteers, In partnership with colleagues within the services. 
· Assist the HR team with ensuring safer recruitment practices are comprehensively completed with sessionals and volunteers . 

· In partnership with our services, coordinate, develop and deliver appropriate induction, training and supervision activities.

· Act as a central point of contact for volunteers and sessionals and for the coordination of volunteering enquiries and matching opportunities. 

· Work alongside HR to ensure that mandatory online training is completed.

Consultation, Partnerships & Networking

· Instigate best practice in volunteering, ensuring that our volunteers are from diverse communities within Surrey.  
· Develop and manage partnerships with external stakeholders including Universities/volunteering hubs, local businesses and community groups to encourage a range of opportunities such as   volunteering, apprenticeships and placements.
· Raise the profile of the volunteer programmes and Action for Carers, acting as an ambassador.

Engagement
· Work alongside Marketing to communicate updates and new with current volunteers as well as activities to promote volunteering

· Organise and attend community events and organise recruitment workshops and talks.
· Work in partnership with other teams, specifically marketing and fundraising, to increase the community profile of Action for Carers.   

· Support the HR Manager and Young Carers Manager by organising engagement activities, events and forums for our own staff, sessionals, volunteers and other stakeholders. 

· Undertake adhoc work for our fundraising function, to support our community fundraising efforts.
General

· To attend and pro-actively contribute to team meetings, individual supervisions with line manager and internal communication meetings.

· To work within agreed budgets and provide information, case studies and evaluations by required deadlines.

· To attend mandatory training identified by ACS.

· To ensure all work with carers meets current legislative requirements, good practice and is line with ACS policies and procedures, in particular to understand the responsibilities in the role in relation to safeguarding, data protection and confidentiality.

· To work in accordance with the ACS Code of Conduct and to understand and implement policies, standards, and procedures of ACS.
· To provide equality of delivery and to ensure that the service you provide is accessible and welcoming to the diverse communities within Surrey.
To undertake any other duties as appropriate and commensurate with the grading of the post.

 Person Specification
Person specification
	Experience
	Essential or Desirable

	Proven experience of recruiting and managing volunteers
	Essential  

	Experience of working across different teams, networking and developing links with other agencies
	Essential

	Experience of inspiring, influencing and motivating others;
	Essential

	Experience with appropriately having difficult conversations or raising concerns with volunteers or workers
	Desirable

	Competent in the use of databases and standard Microsoft packages.
	Essential

	Knowledge and experience of working with cultural diversity
	Essential

	Up to date competence in standard Office applications, databases, recording data and report writing
	Essential

	Education & knowledge
	Essential or Desirable

	Knowledge of current trends, resources and information related to volunteer management
	Essential

	A professional understanding of safeguarding and confidentiality issues
	Essential

	Abilities 
	Essential or Desirable

	A strong communicator – both in writing and in person
	Essential

	Ability to multi-task, plan workload, set priorities,  manage time effectively and work without direct supervision
	Essential

	Able to demonstrate strong interpersonal skills and the ability to deal with a diverse range of people
	Essential

	Ability to deliver and facilitate training and information sessions to groups of people
	Essential

	A flexible approach to working hours
	Essential

	Other
	Essential or Desirable

	Current driving license and use of a road worthy vehicle
	Essential  

	Able partake in training sessions relevant to the role
	Essential
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