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	Job Title:  
	Volunteer Coordinator

	Salary:
	£24670 pro rata for 21 hrs per week

	Work pattern:
	Primarily during office working day, some evening/ weekend work may be required. Funded until end March 2021

	Base:
	YCSA, 48 Darnley Street / home working may be required

	Reports to:
	YCSA Manager


Background
YCSA has obtained funding from Scottish Government’s Communities Recovery Fund to provide the infrastructure for YCSA to recruit, support and train volunteers to both contribute to work with existing YCSA services providing a range of youthwork and skills development opportunities to Black and Minority Ethnic (BME) young people, and to volunteer with partner agencies to broaden opportunities for BME young people. 
Summary of Job Purpose
To develop and deliver a high quality service which enables people to contribute and give back to society through volunteering; to provide opportunities for BME young people to develop their skills through volunteering; and to promote community  integration by offering opportunities to volunteer with people from  diverse backgrounds,  
PVG Scheme: The role requires the worker to join the Protecting Vulnerable Groups Scheme if not already a member. 
Responsibilities
1. To recruit and support volunteers  to undertake groupwork delivery, mentoring and office administration 

2. To identify placement opportunities for volunteers within YCSA and for YCSA service users in suitable external venues in consultation with allocated development staff.

3. To communicate with  and provide information to staff / Programme Leads / Manager and Board of Trustees about the volunteering programme

4. To liaise with and be first point of contact for external volunteer placement providers 

5. To provide induction to YCSA, ensure  understanding of and adherence to volunteer policy, organise volunteer meetings and celebrate volunteers.

6. To work with YCSA staff in the recruitment, retention, supervision and training of volunteers 

7. To ensure all monitoring, recording systems and business processes are kept accurate and up to date at all times

8. To arrange PVG checks for all YCSA volunteers prior to starting work with young people/ vulnerable adults

9. Maintain personal development records for volunteers, ensuring data protection policies are followed

· To understand and abide by the policies of the organisation including Health and Safety, Equal Opportunities, Confidentiality, and Protection of Children and other vulnerable individuals

· Carry out any other duties as directed by management
PERSON SPECIFICATION

	Experience, skills and knowledge sought
	Essential
	Desirable

	Qualifications/

Documentation
	· A member of the PVG scheme for children and protected adults


	· Qualification in Youth or Community Work 

· Clean full driver’s license

· D1 minibus license



	Knowledge and Experience
	· Experience of working with /

managing volunteers 
· Experience of working with  people from BME  backgrounds including those for whom English is a 

second language and an 
understanding of complex 
needs and barriers affecting BME young  people 

· Experience of monitoring and  evaluating services,
 and their  impact on individuals
 through a variety of  methods and 
an understanding of evaluation

concepts and terminology

· Experience of preparing reports from qualitative and quantitative data

· Experience of developing/ working in partnership with other organisations and service providers 

· Awareness of the needs and responsibilities of the Data Protection, Equalities and Child Protection/Vulnerable Adults legislation

· Excellent understanding of confidentiality and professional boundaries


	· Experience of creating action plans

· Experience of designing marketing materials and using different marketing channels to reach new audiences/increase breadth of referrals

· Experience of supporting young people to achieve and sustain employment, further education, training or volunteering

· Experience of mentoring young people



	Personal Skills
	· Excellent planning and organisational skills
· Ability to develop, monitor and maintain accurate records

· Excellent written and oral communication skills and interpersonal skills
· A non-judgmental outlook with the ability to handle difficult situations with sensitivity

· Commitment to Inclusion, Equalities, Equal Opportunities and Anti-Discriminatory practice

· Proficient in ICT (MS Office, internet, email, databases, marketing via social media)

	· Ability to communicate  in a  language commonly spoken in Scotland by BME communities




