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VOLUNTARY ACTION COVENTRY
Job Description

Job Title:


Supported Volunteering Officer – Progress (Maternity cover)
Salary:


£25,295 pro rata per annum
Organisation:


Voluntary Action Coventry
Accountable to:
Volunteering Officer 
Location:

27-29 Trinity Street, Coventry CV1 1FJ
Hours of work:
20 hours per week (maternity cover minimum 10 months)









Chief Duties: 
To deliver volunteer placement brokerage and support to participants on the Building Better Opportunities and European Social Fund Progress programme.
Progress is a part of 'Building Better Opportunities' - a programme funded by the European Social Fund and the Community Fund, through the Big Lottery Fund, to tackle poverty and social exclusion faced by the most disadvantaged people in England.’
Specific Duties
1. To achieve our Progress supported volunteering programme targets.
2. To work with each client for at least 10 hours.

3. Increase the confidence and self-esteem of clients to enable them to sustain involvement in volunteering and potentially (if appropriate) to move towards employment.

4. To deliver workshop sessions that introduce potential clients into volunteering.
5. To support the general activities of the Volunteer Centre including raising awareness of volunteering, responding to community activity/volunteering related queries from VAC members and the public via telephone/email.

6. Ensure that all clients receive a high level of customer service and that all enquiries are dealt with promptly.
7. To further develop and maintain positive relationships within the Progress partnership, ensuring referrals and best methods of support for clients.
8. Work with other staff in the community action drop-in, ensuring that all visitors are supported to access Volunteer Connect – our database of volunteering opportunities.
9. To help provide content for VAC’s e-bulletin and websites.
10. Provide support to VAC members on all aspects of volunteer recruitment/retention, in particular on providing placements for volunteers with additional support needs.
11. Keep records of all activities/interventions on VC-Connect VAC’s CRM system and other systems as required. 
12. Help contribute to the achievement of VAC’s outcomes/outputs as set out in VAC’s business plan.
13. Build effective working relationships with staff from other agencies.  Where appropriate work in partnership to develop new practices that increase social responsibility.

General Duties
1.
Deal with telephone, postal enquiries and visitors as appropriate.

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

The post holder will work from our office: 27-29 Trinity Street, Coventry CV1 1FJ.  
There will also be times when the post holder will need to travel around the City.
Supported Volunteering Officer - Progress
Person Specification

	
	Requirement

	
	Essential
	Desirable

	Experience


	· Experience of working with people with additional support needs

· Experience of developing/delivering training

· Experience of output focused project delivery


	· Experience of working with young people.
· Experience of monitoring and evaluating projects/services



	Skills


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

· Ability to work alone and as part of a team

	· Computer skills including word processing and the ability to enter information quickly and accurately on databases.



	Knowledge and understanding


	· Understanding of the benefits of volunteering
· Understanding of the voluntary and community sector
· Understanding of health and safety issues

· Awareness of diversity and equality issues


	· A qualification in youth or community work

	Personal attributes


	· Self-starter
· Outgoing and enthusiastic approach

	· Car owner
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