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The role of the Volunteer Coordinator is to coordinate the work being done by the various volunteers involved in the organisation.  It also includes recruiting, retaining and rewarding volunteers as well as supporting individual volunteers where necessary.

Responsible to:
Committee

             Responsible for: Volunteers
	Main Duties
	Skills Required

	· Get to know club volunteers and potential volunteers and be their main contact.

· Coordinate the implementation of the volunteer recruitment, training and support plans.

· Recognise and nominate your volunteers for volunteer awards.

· Attend some committee meetings.
	· Good management skills.

· Approachable and friendly.

· Good listener and effective communicator.

· Confident with good leadership skills.

· Great organisational skills. 

· Able to delegate effectively.

· Enthusiastic and a good motivator.

· Knowledge of external volunteer recognition awards.
· Able to work within a team and on your own.


The Commitment we are looking for
Committee meetings are held the last Wednesday in every month. We would not expect you to attend these, but you may do so if you wish. We are looking for someone who can give us a regular amount of time on a regular basis at times convenient to you e.g. 8 hours per month, or two hours per week. The terms of office are negotiable but we would like you to commit to at least 6 months. The post may involve working in Member Clubs so an Enhanced Criminal Records Bureau check may need to be completed prior to your commencement in post. You need your own IT equipment.

Our Commitment to you
We will pay your expenses in accordance with our expense policy e.g. on receipt of all public transport tickets or mileage allowance claims. Further details are available on request.  Mentoring and/or training will be made available through the Tony Blair Sports Foundation or other approved agencies.  With full support from the TBSF, actively recruit, guide &  support volunteers by looking after their training, progression and recognition needs for the vital services they supply. Office space, and the use of office equipment, may be made available depending on your working hours. To express an interest please contact Alasdair Wilson-Craw at awilson.craw@blueyonder.co.uk.
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