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JOB DESCRIPTION

Job Title: 		Volunteer Centre Support Officer 
Salary: 		 	Scale 6, Pt 21, £30,380 (FTE)
Responsible to:  	Volunteer Centre Services Manager
Duration:  		1 year (subject to an initial 6-months probationary period)  
Hours:  		31.75 hours/ 4 days per week
Benefits: 		28 days Annual Leave (FTE) and 6% pension contribution 
Location:  		King’s Cross, London 

BACKGROUND
Voluntary Action Islington (VAI) has been operating for 50 years in Islington as the ‘umbrella’ organisation for the not-for-profit sector providing a wide range of capacity building support and organisational development to local voluntary, community, faith, social enterprise sector organisations (VCFSE) both directly and by working with partners. VAI has also been running a nationally accredited Volunteer Centre Islington for over 13 years, delivering a borough-wide brokerage service that provides a vital link between local organisations and local residents who wish to volunteer.  

Another important aspect of our work is bringing together networks of local VCS organisations - encouraging collaboration on specific priority areas to promote a fairer Islington by reducing inequality. To deliver against VAI’s mission to strengthen our local VCS to deliver services effectively and sustainably and to promote social justice VAI has developed a new 3-year strategy (2021-24) with the following 5 strategic aims: 
· To empower Islington’s communities 
· To support the growth and development of voluntary and community organisations
· To facilitate a stronger VCS to influence policy
· To strengthen volunteering in the community  
· To work in partnership across the VCS and all sectors

We are now seeking for a Volunteer Centre Support Officer to: 
· Deliver volunteering brokerage services to clients from a range of backgrounds.
· Lead on the Peabody Community Fund Volunteer Outreach project. 
· Provide good practice volunteering support to cross sector organisations.
· Assist with the day to day running of the Volunteer Centre including volunteer. management and the continuous development of the service.
· Promote volunteering and assist with marketing of the Volunteer Centre service.


DUTIES AND RESPONSIBILITIES:
· To be the first point of contact for people using the Volunteer Centre services, responding to enquiries by telephone, email, letter and in person.
· To ensure that enquiries are dealt with effectively; providing quality information, advice, and guidance personally; as well as referring onto appropriate third parties when needed.
· To provide targeted outreach work in Islington by promoting local volunteering and community participation opportunities to improve their wellbeing, employability skills and reduce any social isolation.
· To identify volunteering and community participation opportunities to ensure Peabody residents have access to current/new opportunities within voluntary, community, corporate and public sector organisations. 
· To provide good practice volunteering support to cross sector organisations – embedding consistent policies, procedures and practices including fair and effective safeguarding and recruitment procedures within their organisations. 
· To match potential volunteers to suitable opportunities which meet their needs, interests, and aspirations, in line with organisations’ role descriptions and person specifications.
· Promote local volunteering opportunities to Islington residents and relevant information for local volunteer involving organisations by providing a range of good quality information – including newsletters, website content, printed materials and via social media.
· Take part in volunteering fairs, other outreach events and recognition events for volunteers led by the Volunteer Services Manager.
· To assist with recruitment, training, and supervision of a small team of volunteers to help with brokerage, drop-ins and outreach for the Volunteer Centre and other Voluntary Action Islington projects is involved in.
· To liaise with local voluntary, community, faith, social enterprise, and public sector organisations, keep up to date on their requirements for volunteers and recruitment processes and increase the number of volunteering opportunities available through them.
· To engage groups and organisations working with communities facing inequality, poverty, and social isolation.
· To approve and maintain volunteering opportunities on Simply Connect platform - ensuring that content is clear, concise, engaging, accurate and up to date.
· To provide reports on outputs and outcomes as and when required by VAI management. 
· To assist with the Centre’s achievement of relevant quality marks and standards.


GENERAL DUTIES:
· At all times carrying out responsibilities/duties within the framework of Voluntary Action Islington’s (VAI) policies and procedures.

· To treat with confidentiality any personal, private, or sensitive information about individual organisations, VAI service users, staff, and others. 

· To contribute to the overall VAI Communications and Marketing Strategy as well as ensuring that VAI services are promoted across all media. 

· To contribute to VAI’s role as Islington’s Council for Voluntary Service (CVS) by developing and maintaining a general awareness of Islington’s Voluntary, Community, Faith, and Social Enterprise (VCFSE) sector and its general requirements. 

· To use and assist others in the use of, information technology systems, to carry out duties in the most efficient and effective manner.

· To assist with cover and reception and other VAI Resource Centre arrangements at 200a Pentonville Road, dealing with enquiries, signposting service users, and other requirements which may arise, to ensure high standards of customer service.
 
· To assist in fundraising and income generation activities to meet VAI strategic aims. 

· To undertake training and constructively take part in meetings, i.e., taking minutes and chairing when necessary; supervision; appraisal; seminars; and other events designed to improve communication and assist with the effective development of the post and post holder.

· To carry out additional tasks that may be required from time to time to achieve agreed service outputs and outcomes, and personal appraisal targets, as agreed with the line manager.

· The post holder is expected to be committed to VAI’s core values of fairness, effectiveness, and transparency and to demonstrate this commitment in the way they carry out their duties.



PERSON SPECIFICATION
The person specification is a picture of skills, knowledge and experience required to carry out the job.  It has been used to draw up the advert and will also be used in the short-listing for this post.  

	
VOLUNTEER CENTRE SUPPORT OFFICER


	
	REQUIREMENTS
	

	
	EXPERIENCE
	

	1. 
	Experience of working with or within the voluntary and community sector
	A/I

	1. 
	Experience of providing good practice volunteering and/or community participation support to residents
	A/I

	1. 
	Experience of managing volunteers.
	A/I

	1. 
	Experience of delivering customer service or advice provision and of dealing with
Enquiries.
	

	1. 
	Experience of delivering community outreach activities.
	A/I

	1. 
	Experience of administration of a CRM system.
	A/I

	1. 
	Experience of marketing services and producing newsletters, publicity, and promotion documents.
	A/I

	
	KNOWLEDGE, SKILLS, and ABILITY
	

	1. 
	Excellent interpersonal and communication skills, both written and verbal.
	A/I/T

	1. 
	Excellent knowledge and understanding of the ethos of volunteering and best
practice in volunteer management.
	A/I/T

	1. 
	Tactful and diplomatic, able to build rapport with people from wide range of backgrounds – approachable and friendly personality. 
	

	1. 
	Strong project planning skills. 
	A/I

	1. 
	
	

	1. 
	Good understanding and knowledge of voluntary and community sector (VCS)
Groups/organisations.
	A/I

	1. 
	Strong organisational & administrative skills and the ability to manage competing
priorities.
	A/I

	1. 
	Excellent IT and digital skills including MS Office, CRM, and Social Media platforms.
	A/I

	1. 
	Ability to demonstrate outputs, outcomes, and impact through reports and other outlets.
	A/I

	1. 
	Ability to work as effectively as part of a team including staff and volunteers.
	A/I

	1. 
	Ability to work flexible hours and occasional evenings by prior arrangement.
	A/I

	1. 
	Ability to commit to health and safety including safeguarding.
	A/I

	1. 
	An understanding of and commitment to equal opportunities and the implications for this role.
	A/I

	
	DESIRABLE
	

	E17
	Experience of volunteering brokerage.
	A

	E19
	Knowledge of quality standards.
	A

	E20
	Experience in Project Management.
	A

	E21
	Experience in fundraising and income generation. 
	A

	E22
	Understanding of the role of a Council for Voluntary Service (CVS) and its role in the local community.
	A

	Assessed by:     A= Application        I= Interview      T= Test




How to Apply 
Please send a 2-page supporting statement highlighting why you are applying for the role and how you meet the person specification. Please also send a copy of your CV and the completed equal opportunity form to recruitment@vai.org.uk 

The closing date for applications: 1pm on Monday 24th October 2022 
Interview date: TBC

If you have any further queries regarding this role, please contact us on 020 7832 5801 or recruitment@vai.org.uk and one of the VAI team members will get back to you. 
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