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Hackney Playbus


Job Title:  			Volunteer Manager
	
Responsible to:		Projects Manager

Contract & Salary:		12 months –16 hours per week - £11.97/hour

Purpose:

Hackney Playbus vision is that all children in East London should have the same opportunities to grow and thrive and we work hard to reach those children and families who are most at risk of isolation bringing them into enjoy our friendly and inclusive Playbus sessions. Volunteers play an important role in helping us realise this vision, by enabling us to engage in one-to-one relationships with more children and more families; by meeting families in their homes and accompanying them to the Playbus and supporting them to take up local services; by gathering information such as questionnaires which help us to prove to funders the impact of our work and by helping us with a range of functions such as outreach, fundraising, data entry, photography and publicity.

Principal duties and responsibilities:

· To understand the goals of the Hackney Playbus Volunteer Management Project. To work with Playbus managers to define the volunteering opportunities, ensure that we are recruiting to the right roles for the project and that staff members understand their responsibilities with regard to volunteers.

· To be responsible for the posting of adverts for volunteers, in local media, social media, on the Playbus, in local community venues and relevant academic establishments. To keep our ads with Hackney Volunteer Centre relevant and up to date and develop new advertising outlets as appropriate.

· To attend local volunteer recruitment events.

· To respond efficiently and in a friendly and welcoming manner to all applicants and recruit those with appropriate skills and references.
· To give each volunteer an induction in line with existing guidelines, arrange safeguarding training and a DBS if not in place. To agree an individual programme around personal goals and arrange training suitable to the role they are supporting. To carry out exit interviews when volunteers leave.

· To provide one to one supervision, ensure that volunteers understand their roles, understand the policies and procedures of Hackney Playbus with particular emphasis on safeguarding, confidentiality and health and safety. To ensure that they have a key worker in each placement and feel supported in their volunteering.

· To administer petty cash reimbursement of out of pocket expenses in line with Hackney Playbus policies and guidelines.

· To organise biannual group events to celebrate volunteering with Hackney Playbus.

· To review current volunteering policies within Hackney Playbus and recommend any updates in the light of best practice, current legislation and feedback on experience to line manager.

Supporting Referral Pathways & Signposting

· To liaise with referral partners identified by Playbus managers and ensure that volunteers are supported in their role as chaperones and befrienders to increase the uptake of Hackney Playbus services by families. 

· To be familiar with local service provision and support volunteers in their role as befrienders and chaperones to help families take up wider services.

· To liaise with volunteers and coordinate the keeping of records of all support and befriending work with families.

Monitoring and Evaluation 

· To keep personnel records for volunteers and case notes regarding individual progress against personal goals.

· To keep records on referral support into service and signposting out of service for families supported by volunteers, keeping all information confidential and secure.

·  To write reports as required, monitoring and evidencing work against overall project goals.

General

· To be friendly and welcoming to all volunteers and service users and work hard to make every Hackney Playbus experience a positive one for both volunteer and families.

· To understand safeguarding responsibilities and follow the Hackney Playbus Safeguarding policy at all times. 

· To understand confidentiality, to read the staff handbook and abide by its policies and procedures.

· To promote and deliver a fair and quality service which is sensitive and responsive to all volunteers and families using Hackney Playbus services.

· To have a flexible approach to working hours and locations including occasional weekend or evening work in order to maximise the support provided to a range of volunteers and across Hackney Playbus projects.

· To attend team meetings.

· To participate in supervision with the line manager including an annual development and performance review.

· To be responsible for your own professional development and to be willing to attend training in order to keep skills up to date.

· To be aware of health and safety guidelines and occasionally undertake risk assessments.

· To actively participate in the wider life of Hackney Playbus.

· To undertake other duties as requested by Hackney Playbus from time to time.

· [bookmark: _gjdgxs]To assist in developing links with local organisations and professional groups, and to raise the profile of the Hackney Playbus. 

· To abide by all Hackney Playbus policies and procedures, including equality and diversity, ensuring that no discrimination occurs in the service. 






Person Specification

	Criteria
	Essential (E) or Desirable (D)

	Qualifications

	Relevant qualification in community work, health or social care
	D

	Skills and Abilities

	Ability to build and sustain strong working relationships with volunteers, referral agencies, children, parents and colleagues
	E

	Excellent interpersonal and communication skills
	E

	Ability to listen and empathise 
	E

	Ability to maintain accurate and confidential records
	E

	Qualification in office administration or experience of delivering administrative functions
	E

	Ability and willingness to follow policies, procedures and instruction from senior staff and to work as a team
	E

	Good time management and organisational skills
	E

	Strong problem solving skills, with a flexible and pragmatic approach to reaching appropriate solutions.
	E

	Flexibility and a willingness to adapt to changing needs and environments.
	E

	Knowledge

	Good knowledge and understanding of the motivational and training needs of volunteers, and of the pastoral support required for nurturing volunteers
	E

	A good knowledge and understanding of procedures for safeguarding and promoting the welfare of children
	E

	Understanding of the effects of poverty and disadvantage on individuals and communities
	E

	A good knowledge of the range of services in Education, Health, Social Care and the voluntary sector which contribute to the achievement and positive outcomes for children and families
	D

	A good understanding of Equal Opportunities and Inclusion and how they would apply to the post
	E

	Knowledge and understanding of the child development
	D

	Experience

	Experience of recruiting and retaining volunteers as part of a community project
	E

	Experience of supervising and supporting a volunteer team
	E

	Experience of working and engaging with communities from diverse backgrounds
	E

	Experience of planning, managing and delivery of successful projects
	D

	Experience of report writing
	D
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	Personal Details

	Title:
	Surname:

	First name:
	Date of birth:

	Address:

Postcode:
	E-mail address:

	Home telephone number:
	Mobile telephone number:

	Qualifications & Training

	
Please give details of your education and any qualifications or training you have completed, 
starting with the most recent.


	Date: From –  To (mm/yyyy)
	College/institution
	Qualifications obtained and grade/level

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Employment & Volunteering

	Please give a summary of all your employment history including any voluntary work.

	Dates:  From –  To (mm/yyyy)
	Job Title and Employer
	Brief details of responsibilities

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Current or Most Recent Employment

	Please describe your job responsibilities fully and list your main achievements






















	Personal Statement

	Please describe how your background, skills and personal goals make you suitable for this post.

	References

	Please supply the name and contact details of two referees who can comment on your suitability for this position. This should be a previous employer if possible. References from relatives will not be accepted. 

	Title:
	Surname:

	First name:
	Relationship to you:

	Address:

Postcode:
	E-mail address:

	Home telephone number:

Mobile telephone number:
	Can references be taken up with referee now?

YES/NO

	Title:
	Surname:

	First name:
	Relationship to you:

	Address:

Postcode:
	E-mail address:

	Home telephone number:

Mobile telephone number:
	Can references be taken up with referee now?

YES/NO

	
	

	Do you hold a current DBS certificate? YES/NO

	Declaration

	
I declare that the information I have given on this form is complete and accurate. Furthermore, I declare that I am not banned or disqualified from working with children.  I agree that any offer of paid or voluntary work with Hackney Playbus will be subject to satisfactory reference checks.


 
Signed: ……………………………………………………                     Date: ……………………………….



	


Please return this form to:

info@hackneyplaybus.org

Hackney Playbus Applications
Hackney Playbus
Kingsmead Kabin, 8-9 Kingsmead Way
London, E9 5QG
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