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[bookmark: _GoBack]Job Title - Volunteering Support Officer 

Reports to – West Lancs CVS Operations Manager 

Salary Scale – NJC Scale 5 Point 12 - £26,421 (pro-rata)

Hours – Part-time (21 hours per week)

Contract – Initially a 12-month contract (could be extended subject to additional funding)	


Background to West Lancs CVS (WLCVS) 

WLCVS is a registered charity and the local infrastructure organisation (LIO) for the borough of West Lancashire. LIOs are often referred to as umbrella organisations which provide capacity building support to local voluntary sector organisations and community groups. The core services of the LIOs are to encourage and support volunteering, help to raise funds, provide networking, sector communications, sector representation and partnership brokerage especially with the public sector and commissioners. LIOs like West Lancs CVS also develop and incubate new services in West Lancashire.


Volunteering support function

This new post is part of our UKSPF funded work to explore new ways of supporting and developing impactful local volunteering.  Our Volunteer Centre is a long established, well used local service.  It has recruited thousands of volunteers for hundreds of West Lancs organisations over its long history, and currently has over 2000 registered volunteers and over 230 local volunteer opportunities.  

Through this post we will be increasing the Volunteer Centre’s visibility and outreach functions and targeting new cohorts of volunteers, especially focusing on those needing additional support, such as young people, those furthest from the job market and those in excluded communities and groups (such as disabled people).

The post holder will work with our existing Volunteering Officer to target new volunteers from currently underrepresented groups and localities, and identify new volunteering opportunities as well as to identify and develop both training and local networking opportunities related to volunteering.
Volunteering Support Officer - Job Description

Main Tasks:
· Identify and make contact with new cohorts of volunteers in West Lancashire such as young people, those furthest from the job market and those in excluded communities and groups (such as disabled people)
· Support with interviewing and recruitment of volunteers
· Work with the Volunteering Officer to identify current and potential volunteering opportunities for the new cohorts.
· Work with the identified organisations to upload their volunteering opportunities to the volunteering database and portal.
· Liaise with the CVS comms team to market the opportunities to the identified target groups
· Provide one to one support to volunteers to enhance and develop their volunteering experience
· Work with the Volunteering Officer to identify training needs - both for volunteer-involving organisations and volunteers
· Take a lead in organising identified training, in conjunction with other CVS team members
· Work with the Volunteering Officer and other relevant CVS team members to develop a volunteering network for those organisations who support volunteers
· Work with the Volunteering Officer and other relevant CVS team members to organise events aimed at increasing volunteering, as well as events to celebrate the work of existing volunteers.


Other Duties:
· Participate in and contribute to organisational/team or external meetings. 
· Contribute towards reports for senior management and Board of trustees as required.
· Collate and provide monitoring information/reports on volunteering activity.
· Provide cover for other team members as appropriate.
· Work in accordance with the policies and procedures of WLCVS as the employing organisation.
· Undertake any relevant training.
· Carry out any other reasonable duties associated with the delivery of WLCVS services infrastructure role.


Additional Information 

· The CVS team works flexibly both in terms of hours and location – according to individual roles and responsibilities.  The Volunteering Support Officer will predominantly work from the Skelmersdale Ecumenical Centre but will frequently travel across the borough to visit groups/organisations. Although there may be an opportunity for some home working, this role cannot be solely home based.
· Attendance at evening/weekend meetings may be required, for which time off in lieu will be given. 
· The Volunteering Support Officer will be firmly committed to the Nolan principles - our benchmark for expected professional standards.

Volunteering Support Officer – Person Specification

	Quality
	Essential
	Desirable
	Measure

	
Education and Training
	
Qualifications and/or recent work experience in people focused, community based work


	
	A/I

	
Job Experience and Skills
	
Relevant experience (paid or voluntary) in dealing with members of the public	

An understanding of the role of volunteers and volunteer involving organisations	

Experience of working with  communities that have different socio/economic backgrounds

Knowledge and an understanding of the West Lancs area and communities

Demonstrable ability to build and maintain effective working relationships with different communities and a variety of external organisations




Experience of, and confidence in use of, Microsoft Office 



	
Recent experience in a similar role





Relevant experience of working with other voluntary sector organisations

Experience of working in the West Lancs area


Experience of working with vulnerable individuals	

Experience of delivering training to volunteers and/or groups

Database experience
	




	
Personal Qualities and Abilities
	
Excellent interpersonal skills - friendly, patient and approachable communicator and networker who can motivate people to develop their potential

Ability to work on own initiative and as part of a team - with initiative, energy and enthusiasm	

Ability to work under pressure

A flexible approach to tasks and working hours

Willingness to work with all members of the community					
An understanding of and commitment to volunteering				
An understanding of and commitment to Equal Opportunities	

Ability to travel and work across the West Lancs borough

	
	




Key:
A – Application
I – Interview

Please note that applicants will be selected on basis of information provided in relation to the above essential and desirable requirements. 
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