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The Forward Trust Job Description
	Position Title
	Volunteer Coordinator
	Reports to
	Service Manager

	Location:  The Brink, Parr Street




	Introducing Forward Trust



We are The Forward Trust (formerly RAPt and Blue Sky), the social enterprise with charitable status that empowers people to break the often interlinked cycles of crime and addiction to move forward with their lives. For more than 25 years we have been working with people to build positive and productive lives, whatever their past. We believe that anyone is capable of lasting change. Our services have supported thousands of people to make positive changes and build productive lives with a job, family, friends and a sense of community.

	Role/Team Overview



In Liverpool the Forward Trust deliver the SHARP day rehab programme.  We also run the Brink which offers an opportunity for individuals with addiction problems a discrete way of seeking help. Many people are unwilling to seek treatment at less discrete addiction services, but we find they are willing to speak to trained staff about their concerns in a more informal environment.  Here we offer the Brink of Change programme, AD-PASS counselling and the M-PACT programme.
Once in recovery many people want to give back by volunteering, and some will use this as a progression route to paid employment.  The main duties of this role is to the co-ordination of volunteers, and to oversee their deployment in Forward Trust services across Liverpool.  This role may involve occasional evening and weekend work and attending business and volunteer forums as appropriate.

	Accountabilities



Service Delivery
· Act as lead mentor to volunteers 
· Recruit volunteers from the recovery community and elsewhere on a regular basis, developing more formal marketing strategies if required
· Facilitate the recruitment, training and support of volunteers 
· Induction and training of volunteers
· Specifically, to organise volunteer training events (currently 3 per annum)
· Ensure training and volunteers progress are tracked
· Keep records of volunteers up to date, including proof of right to work, contact details, training, DBS etc.
· Maintain any Forward Trust databases and case management systems as required
· Ensure volunteers placed at the Brink are adequately trained and supervised so that they can accommodate and support visiting organisations 
· Keep records up to date for funders in relation to volunteers and the impact on their recovery, wellbeing and work-force readiness
· Create a programme of volunteer incentives and general social events to be delivered from the Brink with support and input from line manager
· In conjunction with the Service manager and the Brink of Change Team Leader ensure accurate reporting on a monthly and quarterly basis.


General Duties
· Abide by all Forward’s policies and procedures and code of conduct, encourage others to do the same 
· Take action to reduce health and safety risks
· Work towards Forward’s mission and values within current policies and good practice
· Respect others and value diversity
· Continuously develop knowledge, learning, skill and practice, strive for continuous professional development.
· Effectively manage information, particularly confidential information, within statutory duties and in accordance with best practice
· Ensure that information, including statistical data, for audit, research and reporting purposes, is effectively and efficiently collected, recorded and collated in the assigned area.
· Continuously improve service delivery
· Support the service with regular service audits ensuring that any issues are escalated and addressed in a timely manner and good practice is effectively shared throughout the service to ensure continuous improvement.
· Support the Service by ensuring all tasks are covered and undertaken to a high standard. 
· Take on other reasonable tasks and responsibilities as deemed appropriate by line management. 


	Role Criteria 


	Criteria Requirement

	E
	Essential Criteria

	D
	Desirable Criteria

	Criteria Measure

	A
	Application

	 I
	Interview

	T
	Test


Below is a list of the criteria required to apply for this role; please address each of these points in your application. 









	Knowledge, Skills and Experience 

	A positive problem-solving approach with the ability to focus on key issues quickly and clearly.

	E
	A/I

	Effective negotiating and influencing skills.

	E
	A/I

	The ability to engage effectively with the client group.
	E
	A/I

	Understanding of the voluntary sector and mentoring programmes.

	E
	A/I

	Experiencing of coaching and supervising volunteers

	E
	A/I

	Experience of Volunteer Recruitment and Supervision 

	E
	A/I

	Understanding of and sensitivity to diversity and equality issues.

	E
	A/I

	Working knowledge of using Microsoft office packages and databases.

	E
	A/I

	Knowledge of the use of database monitoring systems.

	E
	A/I

	Experience of strategic partnership building. 

	E
	A/I

	Personal Attributes
	
	A/I

	Proactivity – Quick thinking with a high level use of initiative
	E
	A/I

	Resilience – Solves problems, takes learning on board from mistakes to aid personal and professional growth
	E
	A/I

	Adaptability – Can work in fast-paced changing environments 
	E
	A/I

	Confidence – Has confidence in own abilities, has good eye contact and able to communicate clearly and concisely
	E
	A/I

	Team Work – Works in harmony with colleagues to deliver results 
	E
	A/I

	Open to Feedback - Open to constructive feedback in order to further develop
	E
	A/I

	Innovative –  Continually searching for better ways of working 
	E
	A/I

	Qualification
	
	A/I

	Level 4 Education and training

	E
	A/I

	A relevant coaching skills qualification. 

	E
	A/I

	A supervision qualification.

	D
	A/I
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