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Job Description 
Job Title: Volunteer Coordinator 

	Core Purpose of Role 
	The purpose of this role is to coordinate and develop volunteering opportunities within North Ayrshire Women’s Aid (NAWA) which provides support to women who have experienced domestic abuse. This role contributes to the aims and objectives of NAWA.  


	Organisational Position 
	Board of  Directors 



Chief Officer  





Service Managers





Support Workers 

Administrator  
Volunteer Coordinator 






	
Key Activities: 
Responsible for the safe recruitment, training, development, support and supervision of volunteers within NAWA. Develop key opportunities for volunteers within the HUB and on a one-to-one basis through a befriending service.  

Duties and Responsibilities:

1. Service development and promotion 

· Promote volunteering opportunities both internally and externally through recruitment, publicity, campaigns and profile-raising events  
· Establish contacts and relationships with external organisations and partners in support of volunteers at NAWA.
· Recruit and select suitable volunteers for roles advertised by helping to match applicants to appropriate roles and tasks, handling applications, requesting references, carrying out interviews/selection events, providing feedback to unsuccessful applicants and keeping appropriate records 
· Ensure that each volunteer has an appropriate role description, which outlines the role’s objectives, include required tasks, skills and experience needed, and show how the activity fits into the organisation. 

· To be the first point of contact for volunteer enquiries and ensure a timely response and appropriate outcome for the individual and organisation  
· Offer advice and information to potential volunteers and external organisations 

2. Participation, Engagement and Ongoing Improvement:

· Co-ordinate the development and delivery of a volunteer induction training programme and ensure there is appropriate on-going support, supervision and training for volunteers 
· Organise the volunteer rota to ensure that volunteers’ and staff time is utilised in the most effective way according to the operational needs of the service. 
· Facilitate effective working relationships between staff and volunteers so they work effectively and cooperatively.
· Provide best practice volunteer support via face-to-face meeting, telephone and email
· Communicate frequently with volunteers to share news, progress and opportunities  
· Celebrate volunteering through awards and events 
· Establish volunteer retention practices to ensure volunteers feel valued, included and informed 
· Ensure that volunteers work in a safe, healthy, and supportive environment in accordance with all appropriate legislation and regulations.
· Ensure appropriate risk assessments are in place for all volunteers’ activities. 

3. External Volunteering Engagement and Events:

· Coordinate the activity of volunteer groups including promotion of opportunities and be responsible for the coordination of on-site supervision. 
· Lead delivery of specific projects involving volunteers or community action
· Work with the colleagues and volunteers to organise and attend public events to raise the profile of the organisation, raise funds and encourage involvement in NAWA activities.

4. Administration:

· To establish and maintain the volunteer database ensuring information is entered in a standardized, timely and accurate manner.
· Produce and update volunteer policies and procedures, volunteer guides, communication and marketing for volunteers and other related publications.
· Prepare reports on the contribution of the volunteer program to the organization, board and public.
· Facilitate volunteers expense claims 
· Promote NAWA Volunteers through social media

5. General:

· To carry out other duties within NAWA hubs, in line with all full time NAWA staff as may be required by the Service Manager and the Chief Executive.

Please note that this job description is not exhaustive and amendments and additions may be required in line with future changes in policy, regulation or organisational requires and will be reviewed on a regular basis.
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