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	Job Title:                Volunteer Coordinator 
	 Department:       National

	Reports To:           NPC
	Location:	Located near a Grow office (Cork, Kilkenny, Swords, Limerick, Dublin)It is envisaged that this role will require attendance at the office  blended with homeworking Some  travel throughout Ireland is required occasionally

	Contract Type: 	Part time-Fixed Term -3 Year
	Hours of Work	21 hours per week



Purpose of the Role:
The main purpose of the Volunteer Coordinator is to ensure Grow has enough volunteers to fulfill its service mission. To meet that goal, the Volunteer Coordinator must perform a variety of duties involving support recruitment, training, providing mentorship and guidance, resources, recognition and program planning to ensure that Grow’s objectives and goal are met. 
 
Grow have many volunteers in our community: This list is not comprehensive
· The Board
· The Program Team
· Regional Teams
· Organizers and Recorders
· Panel Personnel
· Occasional Project volunteers
· Fundraisers

Supporting Volunteers

· Creating an environment that is supportive and welcoming to volunteers
· Ensure that volunteers have the tools, contacts and resources to carry out their role
· Work to eliminate barriers to volunteers carrying out their role
· Organise and as appropriate deliver training to volunteers in line with their role
· Communicate Volunteer roles and responsibilities to all stakeholders
· Ensure that volunteers are well supervised
· Resolve any conflicting or misunderstandings without bias
Recruit and Train Volunteers
· Managing the admin of the recruitment process: job descriptions and competencies in place
· Working closely with management on an ongoing basis supporting the recruitment process
· Co-ordinating the successful recruitment of new volunteers (advertising, screening, shortlisting, organising interviews, participation in interview, checking references, garda vetting, organising medicals, issuing contracts and other joining details, notifying unsuccessful candidates
· Organising resources for new candidates
· On boarding, Program and skills training
· Supporting volunteers the probation process
· To liaise with external organisations  to attract volunteers to Grow


Create Program Reports
· Reporting to the NPC on volunteers activity and programs

Schedule Volunteers

It is envisaged that volunteers will be supported by the local operational teams and allocated a local contact who will provide support at a local level. i.e once set up as a Grow volunteer a board/program team members will work directly with that group and liaise directly with the head of that group i.e chair of the Board, chair of the Program team

· Liaise with volunteers. regional management and other bodies on requirements and scheduling
· Liaise with other departments to ensure that planned events have the required volunteers
· Some volunteers stay with Grow for years, but others stop volunteering after just a few months. The volunteer coordinator must be able to anticipate these changes and plan accordingly.
Communication
· To communicate effectively at all levels of the organization
· To communicate effectively externally in relation to attracting volunteers

Compliance
· Ensuring that GROW in Ireland  continues to be in full compliance with the Volunteer Guidelines for Charitable Organisations 
· Ensure Grow mental health compliance in relation to volunteer Practices (Polices, Procedures and Risk assessments)
· Maintain an up to date database  in compliance with data protection legislation

Special Projects
· To lead or take part in separate projects as and when may be required
· To explore, make recommendations and implement volunteer management software where appropriate
· To ensure Grow volunteers are recognised at the Volunteer Ireland Awards

Quality Improvement
· To gain accreditation ‘Investing in Volunteers’ the national quality standard for good practice in volunteer management
· Conduct continuous evaluation relating to the effectiveness of volunteering programmes 

Role Capabilities  
Qualifications
· A knowledge of the Recovery Principles in mental health is desirable
· A Certificate in Volunteer Management and Leadership  is desirable or a proven track record working with volunteers 
· Membership of a relevant professional body is desirable
[bookmark: _GoBack]Experience 
· A personal knowledge of Grow’s philosophy and a successful record of leadership is desirable
· Grow place a value on the quality of lived experience 
· A good knowledge of operations in the not for profit sector, in the arena of mental health would be advantageous
· Strong project management skills with the ability to meet specific targets
· Full clean driving licence and own car is essential
· Experience of working with volunteers and managing people
Skills
· Ability to demonstrate strength of character in managing priorities of self and others
· Advanced computer skills with experience of  social networking for organisational objectives
· Exceptional Communication Skills 
· Creative and an ability to innovate
· An ability to build strong networks 
· Strong analytical, planning  and leadership skills
· Attention to details, commitment to Grow  and an ability to handle information confidentially
· Ability to absorb the GROW program
· Ability to work as part of a team
· Motivated self-starter, excellent organisational skills, time management skill, an ability to cope with limited resources
· Ability to work with often conflicting priorities and on one’s own initiative
· Inter and Intrapersonal Awareness, a flexible and non-judgmental approach to people

This job description is subject to change as may be required from time to time 
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