
JOB TITLE:	Senior Volunteer Coordinator	 
REPORTS TO:	Supporter Worker 4
DEPARTMENT:	Children’s Services 
JOB FAMILY:	Social Care 
GRADE:	6	  	 
Our vision is that every child and young person in the country has a safe and happy childhood. To help us achieve this, the role will:
Co-ordinate the safer recruitment, induction, training and supervision of volunteers, ensuring they are well equipped to carry out their roles competently and confidently through the delivery of Volunteering led programmes that lead to positive and agreed outcomes for children in line with the organisational Business Plan aims objectives and contract requirement.  
Action for Children protects and supports children and young people, providing practical and emotional care and support, ensuring their voices are heard, and campaigning to bring lasting improvements to their lives. To help us achieve this, the role will:
Develop meaningful volunteer roles, consulting with children, young people, and families if appropriate, and risk assess volunteering activities. 
Supervise volunteers providing front-line delivery of services, which would include explicit responsibility for allocation of cases across all levels of the need-continuum, including safeguarding and child protection cases and arising issues
Offer advice and information to potential volunteers and external organisations through face-to-face, telephone and email contact.
Follow Action for Children’s Safeguarding Framework and complying with local authority reporting procedures. 
Recruit and engage suitable volunteers in line with the Volunteering Policy, from external sources and service user groups as appropriate, following the safer recruitment policy.  
Co-ordinate the development, delivery and organisation of a training programme for volunteers, ensuring compliance with the organisation’s volunteer induction requirements.
Ensure volunteers are adequately supervised by appropriate colleagues, in accordance with the Volunteering Policy. 
Establish suitable volunteer retention practices, to ensure that volunteers feel valued, included and informed.
Ensure volunteers’ details are stored securely and recorded on relevant local and national databases.
Provide quarterly reports on the volunteering programme activities, outputs, and impact as requested.
Undertake training and other developmental activities as required, such as attending Volunteer Coordinators Forums

Everyone who works at Action for Children should: 
Demonstrate a commitment to Action for Children’s defining statement, ‘safe and happy childhood’, and promote and incorporate Action for Children’s Participation Standards as appropriate to your role.
Achieve the highest standards of safeguarding, whether through direct care provision or support activities to the children and young people who come into contact with our services, or by appropriately reporting concerns about any child or young person.
Promote our equality and diversity strategy locally, including linking with local equality and diversity frameworks to ensure best practice and to inform and develop appropriate action plans.
Demonstrate a willingness and ability to operate within a constantly changing environment and as such work priorities and targets may change. 
Recognise that management reserves the right to make reasonable changes to the job purpose and accountabilities. 
Undertake such other duties that occasionally arise, which will always ensure that children across the country have a safe and happy childhood and the foundations they need to thrive. 
Work with other departments and countries to ensure that Action for Children’s values (passionate, ambitious, collaborative and inclusive) are delivered.
Be familiar and compliant with health, environmental and safety policies and procedures. In the event of any serious risk, take immediate action to reduce this risk and inform senior management.

Internal contacts:
Volunteers, Children Centre Coordinators and Centre staff  

External contacts:
Volunteer recruitment agencies, community groups and educational establishments








    
Action for Children requires you to demonstrate: 

	
	Essential personal requirements
	How we will assess personal requirements (e.g. Application, Interview or  Test)

	Qualifications
	1. Good standard of education to minimum level 3 standards for example; BTech, NVQ L3, A Level.
	

	Experience and training

	2. Working knowledge of Social Care, Children and/or Adults.
3. Experience of working with vulnerable families and working within a safeguarding framework.
4. Experience of organising and delivery of basic training 
	

	Skills/knowledge

	5. Effective use of IT applications appropriate to the role
6. Working knowledge of co-ordinating front-line service delivery and to demonstrate safeguarding and promoting the welfare of the child
7. Understand and reflect in daily practice an outcomes focused approach to working with children and young people and to keep children and young people at the heart of decisions  
8. Demonstrates and acts as a role model for our organisational values that enables the leadership, direction and guidance of volunteers through the sharing of information and evidence in relevant practice. 
9. Drives excellence in customer service and embraces and shares Action for Children Values and vision in working practice
10. Demonstrates and embraces understanding of and commitment to equality diversity and inclusion
11. Demonstrable planning and organising skill, and to also prioritise to lead to review and evaluation of workloads and service provision. 
12. Creative approach towards continuous improvement through reflection on own practice and behaviour and to embed this into service improvements
13. Contributes to team/departmental objectives and decisions and an ability to work with others towards shared goals
	

	Other attributes (including registration and/or professional membership requirements)
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Our values

Weare

We are ambitious for children and young people.

We are passionate about all children having a safe and happy childhood.

We collaborate internally and externally with other organisations to get the best outcomes for children.

We are passionate about giving every child a safe and happy
childhood. And we're allinit together. In our family, everyone
PR s welcome. We get together towork hard and find solutions.
are included We don't ask 7 Sometimes that means having big ambitions. But only by
We ask 'how?”. thinking big can we solve big problems.
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We protect and
support children
and young
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- Campaigning

to bring lasting

improvements
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