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Crossroads Care Rotherham
Job Description

Volunteer Co-ordinator

Purpose

To create capacity and growth in our volunteering workforce in order to deliver on our Added Value offering to the carers of Sheffield. 


Main Responsibilities

· To recruit and induct suitable volunteers across a variety of services
· To promote and advertise volunteering opportunities
· To work closely with the Service Manager and SMT to recruit volunteers for new service offerings
· On-going management of volunteers
· To undertake DBS checks
· To liaise with local resources including the universities to recruit placement students and enhance service offering
· Induct and train volunteers so that they feel competent and ready to offer effective support to carers and potential issues they may face.
· To match the volunteer with the role they wish to participate in
· To ensure that befriender visits are appropriately organised, arrangements communicated and that the relevant risk assessments have been completed
· To work effectively and collaboratively with relevant statutory and voluntary agencies, as appropriate.  
· To be receptive to the views and opinions of carers in the development of the service, making adjustments to the programme as necessary
· To work in a positive and friendly manner with all volunteers offering a caring and sensitive approach. 
· To undertake administrative tasks appropriate for the post.
· To maintain and update relevant IT and HR records, utilising AI where appropriate
· To co-ordinate the project on a day-to-day basis and provide support to volunteer befrienders and carers.
· To have an exit strategy for volunteers.
· To provide statistical information and reports as required 

Quality

· To ensure compliance with relevant regulatory requirements both internally and externally. 
· To deliver a high quality volunteering service. 
· To work closely as part of a team, providing flexible support and cover to maintain high quality services.
· To ensure a quality service is provided by monitoring standards and reviewing the service.
· To evaluate the overall effectiveness of the service and the outcomes achievable, providing recommendations for improvements and future developments for the service. 

Staff Related

· To provide ongoing support to, and regular supervision for volunteers in all aspects of their work, training and personal development.
· To maintain full and effective systems of communication with all volunteers and participate in regular meetings.
· To ensure suitable procedures are being followed to safeguard the health and safety of befrienders and carers utilising the service.

Promoting Crossroads Care

· To represent and positively promote Crossroads Care Charity locally as required.

Other Tasks

· To follow Crossroads Care Code of Conduct.
· To work within the philosophy and policies of the organisation. 
· To work within Health and Safety regulations.
· To ensure that equality and diversity principals are applied at all times.
· To ensure confidentiality is maintained at all times.
· To undertake any other duties commensurate with the post holder’s grade as requested by the Management.

Person Specification
Volunteer Development Co-ordinator
	Qualifications, Education, Training
	Essential
	Desirable
	Source of evidence

	Diploma level 3 in Health & Social Care or equivalent 
	
	
	App Form

	Non-judgemental communication skills (written and oral)
	
	
	App Form + Interview

	Computer literate (training will be given on the in house computer package)
	
	
	App Form + Interview

	Clean driving licence and use of a car
	
	
	App Form + interview

	Experience and Skills
	
	
	

	An understanding of the motivation and support needs of volunteers/befrienders
	
	
	Interview

	Experience in managing people
	
	
	App Form + Interview

	A good organiser - managing time effectively and prioritising issues
	
	
	Interview

	Ability to handle a variety of issues simultaneously 
	
	
	Interview

	Ability to work on own initiative and prioritise workload
	
	
	Interview

	Ability to work as part of a team
	
	
	Interview

	Knowledge of voluntary and statutory bodies
	
	
	App Form + Interview

	Knowledge of carers and issues they face
	
	
	App Form + Interview

	Able to demonstrate sensitivity, diplomacy and a caring attitude to the service user group
	
	
	
App Form + Interview

	An understanding of a person centred approach and its impact on service quality
	
	
	

	Aptitude/Person Skills
	
	
	

	A genuine passion for helping people
	
	
	

	Flexible 
	
	
	Interview

	Self motivation and self-confidence
	
	
	Interview

	Adopting a caring and hands on approach
	
	
	Interview

	Patience and tact
	
	
	Interview

	Sense of humour
	
	
	Interview

	Commitment to Equal Opportunities
	
	
	Interview

	A recognition of the importance of respect and the confidentiality of service users and volunteers
	
	
	
App Form + Interview

	Miscellaneous
	
	
	

	Enhanced DBS check
	
	
	DBS Check
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