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JOB DESCRIPTION

1. POST:


Volunteer Coordinator
2. LOCATION:

Working from Home within the West Midlands
3. SALARY:


£9,600 inclusive plus 6 days holiday.
4. HOURS:

10 hours per week. Will include some weekends and evenings.
5. ACCOUNTABLE TO:
West Midlands Manager
Main purpose of job: 

To recruit, train and support volunteers to enable RfA to provide home support and outreach services to young people on the autistic spectrum and their families.

This is a contract until December 2014 in the first instance, renewable subject to funding.

Key relationships

Responsible to: West Midlands Manager
Responsible for: Reach Out Volunteers. Other RfA volunteers

Liaison with: W. M Reach Out Team, W M Play and Youth Team, London based Volunteer Coordinator, Reach Out Family Support Workers, Administrator. External agencies.

Primary duties

1. Recruiting volunteers to support young people and their families.
2. Ensuring volunteers receive appropriate initial training and ongoing support and development.
3. Developing training programmes for volunteers and creating links with other professionals to deliver this training.

4. Organising training and support sessions for volunteers, including identifying appropriate venues.

5. Working with Reach Out Family Support Workers and other Volunteer Coordinators to allocate volunteers 

6. Supporting volunteers in understanding family support plans.

7. Developing and maintaining sound professional relationships with other voluntary organisations and statutory services

8. Capturing data to enable robust monitoring and evaluation of the volunteer service

9. Keeping records of the work carried out and providing periodic reports of the work

10. Ensuring the volunteer programme addresses the needs of and reflects the diverse population served by RfA

Secondary duties

11. Participating in the overall development of Resources for Autism’s service delivery and contributing to reviews of the business plan 

12. Providing data and information to the Director and Fundraising Manager to enable the service to be sustained and developed

13. Engaging in continuous professional development in order to enhance skills and develop best practice

Person Specification

Education, Training and qualifications:

1. Education to GCSE/NVQ level or above, or equivalent. (E)

2. Training in volunteer management (D)

Experience and Knowledge:

3. Experience of recruiting volunteers (E)

4. Experience of working with volunteers (E)

5. Experience of managing volunteers     (E)

6. Experience of working with children and/or adults with autistic spectrum conditions (D)

7. Experience of working with children and /or adults with learning difficulties (D)

8. Experience of planning and delivering training to groups (D)

9. Knowledge of child protection procedures (D)

10. Knowledge of Birmingham geography, agencies and links. (E)

Skills and abilities:

11. Ability to work in a team and on own initiative (E)

12. Ability to work remotely using appropriate IT resources.

13. Ability to use or willingness to learn to use Excel and other data management tools.

14. A non-judgemental attitude, especially with regard to ethnicity, religion, gender, sexuality and disability (E)

15. Excellent interpersonal and communication skills, both written and oral (E)

16. Ability to maintain appropriate professional boundaries with families and volunteers (E)

17. Flexible approach to work (E)

18. Ability to manage a budget (E)

19. Ability to drive and have access to a car. (E)

Other

20. Willingness to work flexible hours to suit the needs of volunteers (E)

21. Available to travel to London occasionally when the need arises. (E)

E – Essential

D - Desirable

Resources for Autism staff are expected to adhere to the organisation’s equal opportunities policy and appropriate professional codes of practice and ethics

