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A. Volunteer Coordinator

Information Pack.

Volunteer Coordinator Applicant Information Pack
Pack Contents

A. Pack information plus overview of Sight Concern and information about role and recruitment process.
B. Job description.

C. Person specification.

What is the purpose of this pack?
Sight Concern Worcestershire are recruiting a Volunteer Coordinator.  
This pack is aimed at potential applicants and contains information about Sight Concern, our activities and our aspirations for this role. 
If you plan to apply for the post, you should also consult the Job Description and Person Specification.  All documents, and information how to apply can be found on our website at www.sightconcern.co.uk
About us
Sight Concern Worcestershire is a charity that supports blind and partially sighted people across Worcestershire to lead independent and fulfilling lives.  With roots going back to 1880, we have been successfully supporting people with sight loss for over 130 years.  We’re proud of our history, and we’re excited about our future.
We provide expert advice, training and support through our staff and volunteers.  Most importantly, we help people with sight loss to feel part of a supportive community of people who live active lives with visual impairments.
For more information about us you can look at our website, our Facebook page or our Twitter feed.  You may also want to take a look at our entry on the Charity Commission website, where you can find information including our annual reports, accounts and governing documents.
How do we work?
We have a small team of paid staff, most of whom work part-time, and a network of over 150 regular volunteers.  
We are based in Worcester city centre, at the Bradbury Centre, where we offer specialist services such as our low vision clinic and where groups can take advantage of our meeting spaces and our art and craft facilities.  We are currently delivering and developing our services and engagement around the county.
Why do we need a Volunteer Coordinator?
In 2018 we won the Queens Award for Voluntary Service, recognition for the hard work and dedication of our volunteers, who are the lifeblood of the charity. With your support this quality and reputation can be sustained. 
Sight Concern is a well-established organisation, with over 150 volunteers we must ensure that our volunteers are fully supported and managed efficiently and safely and that we meet our project targets.
We support around 2000 people right now, but we know that over 200 new diagnoses of sight loss are made in Worcestershire every year.  Not everyone will need or want our support, but some people will need our support and won’t be getting it at present.  Our volunteers can play a vital role in ensuring that everyone who needs our help can access it.

Our volunteer roles vary and we will always try and match people to areas of expertise or interest. The most common are as follows: 

· SocialEyes Volunteers supporting people to engage in social and leisure activities that help them to feel connected to their community. This could be through simply having a visit for a general chat, getting out of the house to visit their local shops or park, having support to take part in activities such as exercise, etc.
· Branch Volunteers (Supporting branch social groups and on committees)

· Malvern Talking News Readers and committee members who meet together weekly to read and record the local newspaper for people with sight loss.
· Information and Advice Group Volunteers supporting our groups around the County meeting and greeting clients and making refreshments
· Bradbury Centre Volunteers supporting administration tasks
· Trustees 

· Fundraising support at events around the County.
Worcestershire is a large county and the people who use and need our services are spread throughout it.  Delivering quality services efficiently needs real thought and effort; using staff, volunteers, partners and new technology.  We need our Volunteer Coordinator to ensure we have the volunteer infrastructure and systems in place to deliver quality services to all.  As part of this we’ll expect our Volunteer Coordinator to maintain a conversation with our volunteers, our employees and partners plus the people who use our services, about the quality of our volunteer offer, and what we might offer in the future.  We also expect our Volunteer Coordinator to lead our efforts to learn from other organisations to ensure our practice builds on the best that exists elsewhere.
We need our Volunteer Coordinator to work with our Chief Executive Officer and Operations Manager to shape our volunteer strategy, ensuring it is coherent and assist us to bring in the resources we need to sustain and develop our volunteer services in the future. 
The Volunteer Coordinator will work across the organisation to deliver our SocialEyes Project. Over the lifetime of the project, we are aiming to recruit, train and support at least 50 new SocialEYES volunteers to partner at least 50 blind or partially sighted people in social and leisure activities. 
To promote our volunteer services, the Volunteer Coordinator will need to utilise digital and social media channels (including inspiring video content) and, will also oversee more traditional advertising such as in newspapers and through fliers to promote the project and services.
During each year of the SocialEyes Project we are holding six celebration / recruitment events across the county, in addition to this we attend external events where there is an opportunity to promote volunteering, therefore we expect there to be some evening and weekend work, which will require flexibility.
Currently we are working towards achieving The Investing in Volunteering Accreditation which is UK quality standard for good practice in volunteer management. A significant amount of the work required has already been undertaken, however the Volunteer Coordinator will be instrumental in ensuring that we complete this.

In addition to this we need our Volunteer Coordinator to oversee all other volunteer activities (including reviews and support for our other volunteers) as well as supporting us to develop relations with our partners and funders by providing robust reports, and gaining feedback and information about the volunteering service
The support we offer changes people’s lives for the better.  That’s an amazing story to tell.  Whilst our public profile is good, it could be better.  We need our Volunteer Coordinator to support volunteers in the organisation to tell that story in a way that leaves no doubt about the importance and value of the role of volunteering in Sight Concern.
Where will the Volunteer Coordinator fit in our structure?
The Volunteer Coordinator will report directly to our Operations Manager.   
What sort of person are we looking for?
We need to you to be passionate about volunteering and to champion the role of the volunteer at Sight Concern. We need a person who understands the ethos of the voluntary sector and the kind of challenges faced by a small organisation especially in relation to volunteering support and is able to respond flexibly and sympathetically to these.  Our staff and volunteers are at the heart of what we do; it’s through their skill and effort that our reputation is maintained.  
What can we offer you?
The role is a 25 hour-per week post.  The salary for the role will be between £19,000- £21,000.
The Volunteer Coordinator post includes a defined contribution pension scheme into which the employer and the employee will make flat-rate contributions as demonstrated in the table below.
	Employer minimum contribution
	Employee minimum contribution 
	Total minimum contribution

	3%
	5%
	8%


The Volunteer Coordinator will benefit from an initial entitlement of 20 days paid leave per year plus bank holidays, rising by one day per year, to a maximum of 25 days plus bank holidays.
What is it like to work with Sight Concern?
The people who work here are the best people to say what it’s like to be a part of Sight Concern.  
Here’s what our clients said about our volunteer service

· “This helps me feel less lonely; I enjoy sharing my life and listening to hers”. 
· “His calls brighten up my week; he understands”.
· “We put the world to rights during our meetings”.

· “It’s a great friendship, we have so much in common”

Here’s what our volunteers said about their work:

· “I really enjoy volunteering and giving something back”.

· “I would recommend this to anybody”.

· “I wish the same service had been available when my father lost his sight”
· “It really is a lovely experience”.
Here’s what staff members said about their work:
· “For me, the most rewarding thing is that we make a difference to people’s lives, whether it be with practical or emotional support.  For example we may be able to make suggestions about how to label food tins to make food preparation easier, or support them to access a computer class so that they can stay in contact with family overseas.”
· “Whether it’s people who use our services, or our volunteers or our staff, we help people, reach new heights and achieve things they didn’t believe possible.  That’s the best thing for me.”
How can you get more information?
If you plan to apply please be sure to familiarise yourself with the Job Description and Person Specification documents for the Volunteer Coordinator role.  
Application Forms can be downloaded at https://www.sightconcern.co.uk/about-us/job-vacancies
If you have any difficulty downloading an application form please contact info@sightconcern.co.uk 

How can you apply?
Email your completed application and a completed equal opportunities form to b.whittall@sightconcern.co.uk
Applications close at midnight on Sunday 29 September 2019.

Interview Date:
We will hold interviews for shortlisted applicants in Worcester on Wednesday 2 October 2019
Appointment Date:

We anticipate making an appointment by Friday 4 October 2019 . 
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B. Volunteer Coordinator

Job Description

Sight Concern Worcestershire 
Job Description: Volunteer Coordinator  

Salary
£19,000-£21,000 Pro Rata Dependent on Experience 

(£12,675 - £14,000 Per Annum) 
Hours
 25 hours per week 

Base
The Bradbury Centre, 2 Sansome Walk, Worcester, WR1 1LH

OBJECTIVE:  

To provide the necessary management, support, information and guidance to ensure that Sight Concern is able to recruit and retain high quality volunteers to support the activities of the organisation. 

RESPONSIBILITIES:

Recruitment and Management of Volunteers:

· Recruit and interview volunteers and ensure they are appropriately matched and trained for a position to ensure a safe level of service is offered.

· Provide inductions and training
· Monitor, supervise, support, and motivate volunteers and their work.

· Ensure there is appropriate support and training for volunteers and source and arrange training and development activities as required.

· Manage budgets and resources, including the reimbursement of expenses

· Generate appropriate volunteering opportunities and role descriptions based on the needs of the organisation

Quality Management:

· Maintain accurate records for monitoring and reporting purposes.

· Research and contribute to writing volunteer policies and procedures in conjunction with the senior management team.
· Monitor activities and write reports for funders and trustees.

· Safeguard confidentiality and comply with the Data Protection act at all times.
· Work with the Senior Management Team to achieve any identified quality chartermarks.
· Liaise with departments within the organisation and externally to understand how they work, develop partnerships and assess their volunteering needs.

· Provide relevant advice and information to staff, volunteers and external organisations through face-to-face, telephone and email contact.

· Keep up to date with legislation and policy related to volunteering and make any necessary modifications to accommodate changes

· Raise organisational awareness of the role and the function of volunteers in order to promote best practice working and integration of volunteers.

Health and Safety:

· Adhere to and champion the ethos, policies and procedures of the organisation regarding Health and Safety including safeguarding of vulnerable individuals.

· Research and write appropriate risk assessments for volunteer activity.

· Monitor volunteer activity to ensure compliance with legislative and organisational health and safety requirements.

Networking and Promotion:

· Promote volunteering (internally and externally) through recruitment and publicity strategies and campaigns.

· Organise and attend profile-raising events to attract new volunteers.

· Attend external committees and meetings as required.

· Work with multiple agencies across different sectors in order to establish good working relationships to influence decisions about volunteering.

· Celebrate volunteering by nominating volunteers for awards and organise celebration events.

Sustainability and Development:

· Assist in the planning and improving of the delivery of service and participate positively in the implementation of new working methods and practices as required.

· Assist with income generation by contributing to the writing of funding bids.

· Evaluate activities and produce or contribute to reports for funders and trustees.

Personal and Professional Development:

· Attend training, supervision and appraisals as and when appropriate.
Other: 

· Actively promote Sight Concern services in the local community and via professional networks

· Adhere to legislative and organisational policy and procedure.

· Carry out any additional duties, commensurate with this post, which the organisation management may reasonably require.   
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Person Specification

Sight Concern Worcestershire 
Person Specification: Volunteer Coordinator  

Hours: 25
Base:
The Bradbury Centre, 2 Sansome Walk, Worcester, WR1 1LH, with regular travel around the county.

Reports to:
Operations Manager
Qualifications

Educated to A ‘Level standard or equivalent.

Experience 

Essential 

· Experience of managing or coordinating projects and volunteers (paid or unpaid)

· Experience of working with volunteers or volunteering together with an empathy with volunteers and an understanding of their needs.

· Experience of paid or voluntary work with older or disabled people.

· A commitment to the work of the organisation and empathy with our clients.

· Experience of working with the public.  

· Strong interpersonal skills and the ability to deal with a diverse range of people.

· Ability to use own initiative but to understand when to refer elsewhere.  

· Excellent communication and organisational skills; both verbal and written.

· Excellent customer care skills, including a good telephone manner.

· Ability to remain confident, focused and professional in all circumstances.

· Proficiency in ICT including the ability to use all Microsoft applications

· Experience of using databases.

Desirable

Paid, voluntary or personal experience of the needs of people with sight loss. 
Skills and Ability

Essential:

· The ability to work flexibly and under pressure and respond to changing priorities.

· Good organisational skills and the ability to manage a variety of tasks.

· Administrative and IT skills, and an ability to maintain records and produce clear written and oral reports

· The capacity to inspire and motivate others.

· The ability to work effectively and cooperatively as part of a team

· The ability to deal with information in a confidential manner and respond with sensitivity.

· Experience of working across different sectors and developing links with other agencies

Desirable:

· An understanding of the sector.

· The ability to identify opportunities and think creatively.

· Experience of working with, and the ability to handle numerical data.

Personal Attributes

Essential:

· Enthusiasm for promoting independence for people with sight loss.

· Self-motivated and reliable.

· Adaptable, flexible and proactive. 
· Positive attitude towards work and others.
Desirable:

· Good sense of humour

A full, clean driving licence and use of a car, for the purposes of visiting organisations and assisting volunteers with travel, may be necessary.
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