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Job Description
	Job Title
	Volunteer Coordinator 

	Salary
	London Living Wage (LLW) Please note the LLW is due to change on 24th October 2024

	Hours and Contract
	35 hours per week 

	Location
	Main office based in North West London, opportunity of 
some home working

	Department
	Development, Learning and Activities Team

	Reports to
	Sharon Hammond, Development, Learning and Activities Service manager 

	Benefits
	30 Day annual leave per annum (pro rata for part time employees), 3% Pension from April 2020


	Job Summary

	Camden Carers proactively embraces equality and diversity at the very core of what we do, throughout the organisation. Our commitment to equality, diversity and anti-racism is to ensure that all carers have equal access in accordance with their individual needs to our services, no matter their background, belief, sexual orientation, disability, gender, or ethnicity.
Carers, who provide care for a family member, partner or friend who has a disability or long-term illness, play a vital role in our community. Many people who have someone who depends on them for support don’t consider themselves a carer yet they are fundamental to the effort to keep people cared for and safe.

This is an exciting opportunity to join a dynamic team providing support to unpaid carers in the London Borough of Camden. The aim of this role is to work closely with, Manager, colleagues, Trustees, businesses and educational establishments to develop a Volunteer programme for Camden Carers. You will 

· Develop a comprehensive volunteer strategy
· Ensure all policies and procedures are in place to deliver a successful Volunteer programme

· Work with a variety of professionals to engage volunteers to support the aims and objectives of Camden Carers


	Main Duties and Responsibilities

	· Develop Volunteer Policies, application forms, review documents, Job descriptions for identified roles needed within the organisation
· Ensure volunteers are aware of Camden Carers Policies and Procedures
· Effectively advertise and promote volunteering and volunteer opportunities with Camden Carers, utilising a range of methods including online and offline advertising
· Attendance at fairs / community events and being part of local volunteer forums. 
· Take an innovative and proactive approach to finding new volunteers.
· Be the first point of call for volunteer enquiries, and effectively manage the process from initial contact to volunteers starting with Camden Carers, including processing DBS checks and references with support from HR
· Develop a good understanding of volunteering across the borough of Camden by working with Camden Carers voluntary sector partners, and where possible help support volunteering throughout our partners. This will include sharing good practice, referring volunteers to opportunities with other groups where appropriate and thinking beyond Camden Carers.
· Manage and facilitate the induction programme for new volunteers, before handing them over to service teams with support from Line Manager
· Work with Service Managers regularly to understand volunteer needs in each service area, and effectively fill open volunteer positions. 
· Explore ways to broaden the range of volunteer opportunities available with Camden Carers. 
· Ensure Camden Carers ‘Thank You’ to volunteers via social events, thank you cards and recognition of the work that Volunteers do within the organisation. 
· Ensure volunteers receive regular communication
· Maintain accurate records, in accordance with Camden Carers Confidentiality Policy and Data Protection legislation

· Maintain a central database of volunteer records, ensuring these records are kept up to date. 
· To abide by good practice guidelines and recommended standards in all aspects of work. 
· To attend employee, team and supervision meetings as required. 
· To attend training courses as required. 
· To uphold and implement the policies and procedures of Camden Carers throughout all aspects of work. 
· Identify potential volunteers through networking and working in partnership with the community, private & voluntary sector organisations

· Contribute to the organisation’s publicity and information materials including the newsletter 
· Assist in organising volunteering week and sourcing volunteers to support the organisation with events such as Carers Week, Black History Month, Mental Health Day, 
· Provide reports as requested for monitoring and development purposes 

	General;

· Attend appropriate training and development as agreed with your line manager

· Carry out duties in accordance with the requirements of Camden Carers Equal Opportunities Policy and Health and Safety Policy and Safeguarding

Undertake other appropriate duties as agreed by your line manager/CEO and Board of Trustees

	Note: All employees are expected to be flexible in undertaking the duties and responsibilities attached to their post and may be asked to perform other duties and comply with our GDPR guidelines at all times.


	Qualifications, Knowledge, Skills and Experience

	Knowledge:

· Knowledge of issues that impact on carers (D) 
· Knowledge of volunteering (D)

· Knowledge and understanding of developing and delivering a comprehensive volunteering plan(D)
Skills:

· Good IT skills (E)

· Excellent attention to detail (E)
· Excellent interpersonal skills and proven ability to develop effective working relationships with a range of organisations, partners and users of the services (E)

· Excellent communication skills; listening, written and verbal (E)

· Commitment to equality and diversity and ability to translate this into development of provision, sensitivity to differing needs and the impact of inequalities (E)
· Ability to work as a member of a team (E)

· Ability to work flexible hours (D)

· Good time management skills with the ability to prioritise workloads (E)
· An understanding of and commitment to equality, diversity, inclusion and anti-racism(E)
Relevant Experience:
· Experience of developing and delivering training packages (D)

· Experience of supporting volunteers or a desire to gain experience(D)

· Experience of working with community groups (D)



(E= Essential D= Desirable)
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Camden Carers is funded by London Borough of Camden and NHS Camden. 
Camden Carers is a Company Limited by Guarantee (England and Wales) No. 2956383 
Registered Charity No. 1042757 Registered office: The Greenwood Centre, 37 Greenwood Place, London NW5 1LB
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