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 Job Description
Job Title:


Engagement Officer
Salary:


NJC Scale pt.27 £30,507 pro-rata 
Duration:


2 years
Organisation:


Voluntary Action Coventry
Accountable to:
Chief Executive
Location:

27-29 Trinity Street, Coventry CV1 1FJ
Hours of work:
28 hours per week – There may be occasional evening or weekend work

Chief Duties: 
To help people to feel positive about themselves, to support them to build new social connections and to reduce their feelings of loneliness and isolation through participating in community activities and/or volunteering. 
Specific Duties
1. To identify potential clients that are isolated and lonely, uncover their skills, interests and aspirations and support them to engage and connect in appropriate activities.
2. Increase the confidence and self-esteem of clients to enable them to regularly attend sessions, try new activities, and build new relationships and move towards/into volunteering.
3. To develop a range of marketing materials including social media to promote the project.
4. Recruit a group of ‘Chat Central’ volunteers to support project delivery and provide them with appropriate training, induction, support and supervision.
5. Offer advice and support to organisations on providing placements for volunteers with additional support needs.

6. Undertake regular monitoring and evaluation of the project and its impact with clients/stakeholders.
7. Keep records of all activities/interventions on VC-Connect VAC’s CRM system and other systems as required. 
8. Contribute to the achievement of VAC’s outcomes/outputs as set out in the project plan.
9. Build effective working relationships with staff from other agencies.  Where appropriate work in partnership to develop new practices that reduce isolation and create new opportunities for people to connect.
10. To support the general activities of the Volunteer Centre including raising awareness of volunteering, responding to community activity/volunteering related queries from organisations that involve volunteers and the public via telephone/email.
11. To provide content for VAC’s e-bulletin and websites about the project; for example sharing successful case studies of beneficiaries.
General Duties
1.
Deal with telephone, postal enquiries and visitors as appropriate.  Ensure that all clients receive a high level of customer service and that all enquiries are dealt with promptly.
2.
Attend staff meetings and other internal meetings as required, and in general contribute to and otherwise support VAC events, activities and publications.

3.
Undertake other necessary, reasonable duties and appropriate tasks as requested by the Chief Executive.

4.

To carry out the duties of the post at all times in accordance with VAC's HASAW, Equal Opportunities and all other VAC policies and procedures.
Location

27-29 Trinity Street, Coventry CV1 1FJ.  There will also be times when the post holder will need to travel around the city.
Chat Central Engagement Officer  - Voluntary Action Coventry
Person Specification

	
	Requirement

	
	Essential
	Desirable

	Experience


	· Experience of engaging people and building professional relationships
· Experience of working with a diverse range of people


	· Experience of monitoring and evaluating services

· Experience of planning/project management

· Experience of recruiting and managing volunteers



	Skills


	· Excellent communication skills.
· Ability to undertake routine administration using MS Office
· Ability to engage with a range of audiences 

· Ability to work alone and as part of a wider team

	· Experience of using social media platforms to share information
· Ability to develop a team of motivated volunteers


	Knowledge and understanding


	· Understanding of the impact of loneliness and isolation on individuals

· Understanding of the benefits of volunteering/community based activity

	· Understanding of the voluntary and community sector

· Understanding of health and safety issues

· Awareness of diversity and equality issues



	Personal attributes


	· Self-starter
· Outgoing and enthusiastic approach
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