 Aquarius
236 Bristol Road   Edgbaston   Birmingham   B5 7SL
Tel: 0121 622 8181     email: headoffice@aquarius.org.uk   www.aquarius.org.uk

Job Description
Title 
Senior Volunteer Co-ordinator
Salary
£25,693- £27,775
Responsible To
Participation Development Officer
Summary

The Senior Volunteer Co-ordinator will develop and support delivery of all volunteer programmes across Aquarius, supporting with recruitment, training and management of volunteers. To also support engagement with the ANCHOR group and young people’s steering groups to help promote co-production and ensure that empowerment is implemented across the organisation.                
Duties and Responsibilities
a) With the Participation Development Officer, support the key aspects of the Group Volunteer Strategy across all Aquarius services.
b) To coordinate and support the development and delivery of volunteer, programmes in accordance with the Aquarius organisational framework across the organisation.

c) To support local services with their recruitment, supporting and managing volunteers in accordance with the service needs.
d) To support local services with establishing and maintaining a pathway with local universities in order to recruitment undergraduate placements. 
e) To develop standard role descriptions across all services and help promote them across various platforms.
f) To provide additional support to assist the ANCHOR group in having representation from all adult services in their group to help promote co-production across the organisation and have representation at the Aquarius board and various steering committees.
g) To help support the development of youth steering groups and having representation from young people’s service at the Aquarius board and various steering committees.
h) To develop and deliver volunteer training across the organisation, this will include accredited training courses.

i) To coordinate the volunteer strategy with service-based Volunteer Co-ordinators/Champions and Managers.

j) To ensure that appropriate support and training is provided to enable full involvement.
k) To support local services to ensure that supervision for volunteers is provided within services.
l) To maintain appropriate records and undertake any other administrative duties.
m) Supporting Aquarius as an accredited OCN body and acting as onsite verifier.

n) To provide written information and reports as required.
o) To respond to any difficulties/complaints regarding volunteers and escalate 

these through to management.
p) To attend committees and meetings as required.
q) To work with Service Managers, Team Leaders, and Senior Practitioners to generate appropriate volunteering opportunities based on the needs of their services and the organisation.
r) To raise staff awareness of the role and function of volunteers and the important of involvement and volunteers and people who use services to have a voice.
s) Liaise with HR, Finance and other Head Office Teams, Aquarius services and external agencies.

t) Ensure all activities are carried out in a safe environment at all times.

u) Ensure that there is equality of access to all initiatives and that diverse needs are taken into account.

General

a) Keep accurate records and the necessary data for reporting and evaluation purposes.

b) Undertake training as required by the organisation.

c) Prepare for and participate in line management supervision as required by the organisation.

d) Attend and contribute to meetings as required by the organisation.

e) To work within Aquarius’ policies and procedures.

f) To undertake such other duties as required by the organisation.

g) To notify the manager of any untoward occurrences which may affect the service, both at a professional and administrative level.

h) To provide written records and reports as required by the organisation.

i) To be flexible with regard to working hours/patterns to meet the demands of the service.
j) To be willing to travel to different locations as required.

k) To understand and work with the ethos, aims and objectives of Aquarius.

Terms and Conditions
There may be groups or events that take place on an evening therefore the post holder needs to be willing and able to participate in the provision of an evening service and to work occasional weekends, as required.

Holiday entitlement is 32 days and 8 Bank Holidays. 

A pension scheme is available. 

All Aquarius staff are employed on an initial probationary period of six months. During this period, notice of termination by either party will be one month.

An enhanced DBS disclosure will be required for this post. 

Due to the nature of funding and the commissioning of services it may be necessary to alter, with consultation, the job description to meet the developing needs of the service. 

Within the confines of legislation and as a condition of being able to commence employment with Aquarius, the successful candidate will be required to provide documentation to prove that they are able to work in the UK. Such documentation will include one or more of the following, as appropriate – NI number, birth certificate or British passport, certificate of registration or naturalisation as a British citizen or passport/documentation evidencing citizenship of a European Union country.

Person Specification
Senior Volunteer & Service User Involvement Co-ordinator
	
	
	Method of Assessment

	Qualifications and Experience

a) To demonstrate an adequate and appropriate level of general education and Significant and demonstrable experience of working in a similar role.

	
	A
X
	I
X
	E

	Knowledge


	
	
	
	

	a)  Significant knowledge and experience of working with volunteers.

b)  Knowledge and experience of recruiting, supporting and managing volunteers.

	
	X
X

	X
X

	

	c)  Experience of working within the substance misuse sector.
	
	X

	X

	

	d)  Experience of effective engagement with volunteers

	
	X
	X
	

	e)  Understanding of the functional approach to substance misuse.

	
	X
	X
	

	f)  Commitment to the Recovery Agenda.
	
	X
	X
	

	g)  Knowledge and commitment to equal opportunities and anti-discriminatory practice.

	
	
	X
	

	h)  Understanding of the importance of mutual aid.
	
	X
	X
	

	i)  Understanding of the harms caused to individuals, families and communities by substance misuse and gambling. 

	
	
	X
	

	Skills/Abilities

	
	
	
	

	a)  Ability to communicate clearly and appropriately, in writing, face to face or on the telephone, with people from a wide range of social and cultural backgrounds.
	
	X
	X
	

	b)  Ability to work effectively with people at all levels and from diverse backgrounds.

	
	
	X
	

	c)  Ability to produce clear and concise reports.

	
	X
	X
	

	d)  Ability to work independently and flexibly, to prioritise, plan and manage own workload.
	
	X
	X
	

	e)  Excellent IT skills and knowledge of Microsoft Word, PowerPoint, Excel, Outlook and Access.
	
	X
	X
	

	f)  Ability to develop and deliver training programmes.
	
	X

	X

	

	Circumstances
	
	A
	I
	E

	a)  Ability to work on own initiative but also contribute as part of a team.  

	
	X
	X
	

	b)  An energetic self starter.

	
	
	X
	

	c)  Self-confident and ability to display appropriate level of self-assurance.


	
	
	X
	

	d)  Ability to work flexibly to meet the needs of various services.

	
	X
	X
	

	e)  Evidence of a low level of health related absenteeism.
	
	
	
	

	
	
	
	
	

	f)  Absence of an alcohol or substance misuse problem for a significant period of time.


	
	X
	X
	

	g)  Postholder must live within a reasonable and accessible distance to the service.


	
	X
	
	

	h)  Conform to standards of dress, which reflects a professional service.


	
	
	X
	

	i)  Willingness to work evenings and weekends as required.

	
	X
	X
	

	j)  Willing and able to travel on behalf of Aquarius, as required, occasionally nationwide and exceptionally internationally. 

	
	X


	X
	

	k)  No criminal record that prevents work with our client group or 
which would impact on ability to perform in the role or harm out 
reputation.

	
	X
	
	


Key for Method of Assessment:
A
-
Application Form

I
-
Interview

E
-
Exercises
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