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JOB DESCRIPTION

____________________________________________________

JOB TITLE:


Communication & Events 

Volunteer Coordinator 
Fixed Term – Maternity Cover until May 2018
RESPONSIBLE TO:

Info Services Manager 

Key Communication Big Lottery Project
SALARY SCALE:

30 Hrs £15,754 PRO RATA 

     (£19,430 FTE)  

____________________________________________________

Purpose of the Job

Vision impaired Service Users of Northumberland County Blind Association (NCBA) and its team are currently supported by 100 volunteers in a diverse range of voluntary roles. 

The Communication & Events Volunteer Coordinator plays a key role within the organisation and will be responsible for coordinating NCBA Events, recruitment fairs, and to deliver training and provide ongoing support for volunteers (indirect project beneficiaries) to deliver the Big Lottery Funded Key Communications Project Objectives.  
____________________________________________________

MAIN TASKS

Key Responsibilities
· Deliver and coordinate the recruitment and induction of all fundraising/events volunteers and  volunteer drivers; with the completion of DBS & personal reference checks 

· Organising Volunteer drivers for client requests. Completing the appropriate procedures ensuring all administration paperwork is completed

· Coordinating volunteer supported activities of:

Low Vision Aid Assessments: Identifying volunteers trained in low vision assessment and refer to key communication project manager for mentoring support and training 

Outreach info point volunteers:  Encouraging and supporting project beneficiaries to become volunteers at information points. Refer trained volunteers to key communication project manager for mentoring, support and training

Clubs and Groups: Identifying volunteers who are trained in sighted guide technique to assist clients in clubs and support groups and refering them to the club organiser
· Coordinate volunteers  for NCBA Events, including Fundraising / Street Collections, Spring & Winter fairs and twice yearly Volunteer Appreciation Days, whilst liaising with the Fundraising Committee for their input and creative fundraising ideas
· Develop NCBA’s Volunteer Recruitment Campaign through a county wide strategy, advertising in local papers, online and via social media.  Attend county wide volunteer open days targeting areas throughout North, South East & West Northumberland
· Publicising and marketing services, internally and externally, through publicity material, demonstrations, presentations and/or social media

· Networking and Promotion of NCBA’s voluntary services and upcoming events including; Fundraising, Info days, clubs and support groups, telephone counselling service to clients, local businesses and new (potential) service users 

· Co-deliver vision impairment awareness and sighted guide training to newly recruited NCBA volunteers

· Assisting the volunteer coordinator to develop the provision of  bi-monthly statsitics to create an activities report 
· Support the Voluntary Services Manager to develop and assist with the set-up of  Volunteer Consultation Forums and the preliminary service user consultation event  ensuring  feedback of services and how services can be improved in the future

· Supporting with Low Vision Assessments and advise clients about low vision aid equipment including magnifiers. 
· Development and maintenance of the Volunteer Database updating any changes to volunteer details. Recording and monitoring of volunteer services, events and statistics

· Provide guidance to resolve both internal and external enquiries
· Assist with the review and development of volunteer policies and procedures and the volunteer handbook

· Attending and assisting at Information and Advice open days and Information and NCBA events across the county
· Support the aims and objectives of NCBA and assist in promoting the Association to the public and be prepared to take an active part in its activities and training programmes

· Maintain, update skills and knowledge, attending training as required

· Carry out any other duties relevant to post, at reasonable request
PERSON SPECIFICATION

	Attributes
	Essential/Desirable



	Qualifications

1. Educated to GCSE Standard (grade c or above).
2. Qualification in Volunteer Management.

	Essential

Desirable

	Experience

1. Experience of working with, co-ordinating and supervising a team of volunteers.

2. Experience of recruiting a community of volunteers.
3. Experience of planning and delivering volunteer induction and ongoing training and support sessions.

4. Experience of community development and engagement.

5. Proven ability to manage multiple projects/events, to include the planning, organising, promotion and monitoring of successful projects/events.

6. Experience of marketing and communications.

7. Experience of managing various social media platforms, to include website management and updating other forms of social media such as Facebook and Twitter.

8. Experience of carrying out Low Vision Assessments.
9. Experience of fund raising in a not for profit organisation.

	Essential

Essential

Essential

Essential

Essential

Essential

Essential

Desirable

Desirable

	Skills

1. Excellent interpersonal, verbal and written communication skills – sufficient to convey information in a clear and concise way to a wide range of audiences.

2. Excellent organisational and time management skills.
3. Ability to think creatively and problem solve.
4. Ability to work using own initiative and motivate others. 

5. Excellent IT skills and the ability to use all functions of Microsoft Office, including the use of data bases to manage volunteer and customer records.


	Essential

Essential

Essential

Essential

Essential

	Knowledge

1. Knowledge of volunteer management and practices, including legislation surrounding volunteer management.

2. Knowledge of the issues affecting people with sight loss.

3. Demonstrable knowledge of the importance of Safeguarding and a willingness to adhere to organisational Safeguarding practices’

4. Demonstrable knowledge of Equal Opportunities practices and procedures.

5. Knowledge of Current Health and Safety practices.

	Essential

Desirable

Essential

Essential

Essential

	Other

1. Ability to travel independently across Northumberland with occasional travel outside of the region.
2. The post will involve evening and weekend work from time to time.
3. Ability to work within and part of a small team.

	Essential

Essential

Essential
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