Volunteer Coordinator – Personal specification 

Job description
 
· Work with staff to identify appropriate volunteering opportunities and role descriptions based on the needs of the organisation
· Recruit volunteers and ensure they are appropriately matched for the volunteer opportunities.
· Build volunteer programme and create database to connect volunteer availability and skills with volunteering opportunities
· Ensure there is appropriate support and training for volunteers.
· Organise and arrange City and Guilds training for Energy Advice Assistants and Wood Upcycling Assistants 
· Arrange Carbon Conversations facilitators training 
· Coordinate  Carbon Conversations volunteer facilitators 
· Establish a Good Practice in Volunteer Management Policy for the project
· Provide updates for monthly reports to CCF
· Report on group targets and outcomes to the Project Manager   
· Maintain accurate records of expenses and adhere to all administration requirements of the role
· Work closely with colleagues and volunteers to ensure seamless delivery of project goal
•    To complete any other duties that may be reasonably required.

Position requires travel and evening and weekend working when required

Person Specifications
Knowledge & Qualifications
Essential
· An understanding of good practice in volunteer management 
· An understanding of volunteer motivation
· Experience of working with volunteers 
· Awareness of relevant policies and legislation in working with the public and volunteers. e.g. Data Protection Act, Protection of Vulnerable Groups
Desirable
· Knowledge of the voluntary and community sector and the issues that affect it
 
Skills and Experience
· Experience of recruiting, supporting and managing and retaining volunteers
· Relationship development: and management skills: the ability to initiate, build and maintain positive relationships with and between others
· Experience of working in the voluntary sector
· Experience of working in partnership and liaising with other organisations
· Able to organise and prioritise own work with minimum supervision
· Able to work to tight deadlines and respond to changing priorities
· To work with multiple stakeholders both internal and external
· Measurement of Carbon reduction outcomes
· [bookmark: _GoBack]Effective communicator with volunteers and colleagues , in person, by phone or in writing
· Interpersonal skill
· Knowledge and experience of working within the environmental sector and have a good understanding of key issues relating to carbon reduction and climate change. 
 
Aptitudes
●	Adaptable
●	Organised and able to manage competing priorities
●	Collaborative approach to leadership and teamwork
●	Demonstrated and committed environment ethos
•	Ability to work using your own initiative
· Driver’s license 



 
 

