				[image: Forward Trust_logo_RGB1]


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

	Location:
Nottinghamshire, with travel throughout the area




	Introducing Forward Trust



We are Forward, the social enterprise that empowers people to break the cycle of crime or addiction to move forward with their lives. For more than 35 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



The LERO Volunteer Coordinator role will oversee our contract to facilitate the growth of an independent Lived Experience Recovery Organisation (LERO) for Nottinghamshire.

LEROs are informed by the relationship with their community and act in response to the needs and aspirations of their community, recognising and employing the assets and competencies that already exist.  Everything done in and by the LERO is informed through co-design & co-partnership, and the coordinator will play a key role in facilitating this.

The LERO has three primary objectives:

· Peer Support: the creation of a network of individuals that support each other in recovery through a range of activities and events across Nottinghamshire, creating a community.
· Advocacy: improving access to services for individuals with a current or previous drug and alcohol support need
· Quality: drive quality improvement and accessibility in drug and alcohol services in Nottinghamshire.

The LERO Volunteer Coordinator is responsible for the recruitment, on-boarding, training, support, supervision and development of Community Engagement worker and LERO volunteers who make up the Leadership Committee. 

Whilst the Leadership Committee have responsibility for the day to day running of the LERO, the LERO Volunteer Coordinator will be expected to assist with this, whilst building relationships with local and national stakeholders, and contract partners who can support the LERO’s mission.

The aim of the LERO is to become an independent and self-sustaining organisation within in 3 years.  The LERO Volunteer Coordinator along with Community Engagement worker will support the Leadership Committee to achieving this goal.

	Accountabilities



Strategy

· Support the Leadership Committee to implement strategy and achieve its goals as a LERO.
· Support the Leadership Committee to work towards independence and becoming self-sustaining.
· Develop and maintain partnerships with both internal and external stakeholders.
· Work collaboratively with contract partners to achieve LERO aims
· Communicate progress to the Regional Manager, contract partners and Nottinghamshire Council commissioners
· Set individual objectives to implement and achieve strategic objectives
· Build strong relationships with, and make full use of the support offered by, line management and Head Office function to support the LERO to achieve its goals


Service Delivery 

· Recruit the Community Engagement worker with Regional Managers support. 
· Recruit the LERO Leadership Community and support and enable them to recruit their own volunteers
· Support the Leadership committee to write the policies it needs to function successfully and meet its aims
· Support the Leadership committee to build the structure it needs to function successfully and meet its aims
· Recruit, interview, support, DBS check (where required), and risk assess volunteers of the Leadership committee.
· Support new volunteer applicants to understand fully the role they are applying for, keeping them warm and engaged
· Facilitate regular reviews with existing volunteers in order to understand their support needs and promote development opportunities
· Facilitate regular reviews with existing volunteers to identify areas where we may need to intervene with the operational team to ensure they are supported effectively in the unit
· Ensure volunteers are informed about community and self-help groups that can provide ongoing support
· Support the training and induction of volunteers 
· Coordinating the delivery of training and qualifications including OCN level 2 to volunteers
· Build good relationships with contract partners to help build and expand service delivery
· Represent and promote the service to colleagues, clients & other agencies in meetings, conferences or presentations.


Performance Management

· Line management responsibilities for Community Engagement worker. 
· Support with the completion of monthly/quarterly reports and budget reviews
· On a quarterly basis complete an audit of the training needs of all volunteers
· Ensure all data is managed in accordance with GDPR and ensure all volunteers have completed GDPR training
· Ensure that references, DBS, Risk assessments (where relevant) and right to work documents are in place prior to placements
· Meet targets and deadlines agreed with the line management and in accordance with work plans and departmental standards
· Support when required with the delivery of OCN and NCFE training and internal moderation
· To Meet Quality Standards as set up by Investing in Volunteer
· Actively engage with regular quarterly reviews to support your continued professional development
· Fully engage with supervision sessions including receiving constructive feedback or development processes to promote development or ensure poor performance is managed effectively and appropriately
· Review your performance against the strategy, ensuring that your individual and contractual targets are met
· Keep up to date with changes in legislation and ensure that you refresh technical skills accordingly
· Multitask, plan and be responsible for own time, use initiative to drive project forward
· Communicate positively with volunteers, clients, other staff members and stakeholders promoting good teamwork strategies


Departmental duties 

· Attend departmental meetings on a regular basis.
· Oversee and ensure effective management of volunteers on the Leadership Committee for which you are responsible
· In consultation with the Regional Manager and the HR department, to take part in the coaching and training of new staff, mentors and volunteers, ensuring that the Forward Trust’s commitment to equal opportunities is honoured at all times
· Report to line manager on performance targets and KPIs


Quality and Safety

· Engage 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.
· Alert the Regional Manager to any significant risks or problems arising in the course of managing and monitoring the services
· Work with the highest regard to health, safety and security in the workplace highlighting any risks (potential or actual) in accordance with The Forward Trust’s risk management protocols
· Ensure that information, including statistical data, for audit, research and reporting purposes, is effectively and efficiently collected, recorded and collated in the assigned area. 
· Effectively manage information, particularly confidential information, within statutory duties and in accordance with best practice 
· Promote and ensure departmental compliance with all relevant legal, regulatory, and ethical responsibilities. 
· Keep up to date technically on all relevant matters and strive for continuous professional development.




Administration

· Keep the volunteering systems/database called Team Kinetic up to date, accurate and managed in accordance with GDPR legislation.
· Keep your outlook calendar up to date so that service planning can be effectively managed
· Support team communication volunteers: including mail outs and updates
· Prepare monthly / quarterly reports for the Regional Manager reflecting the progress against the department strategy and objectives
· Liaise with the Forward communications team and line manager to ensure that volunteer information is up to date


Systems and Policy

· Work towards Forward’s mission and values within current policies and good practice
· Actively promote and embody Forward Trust equality and diversity, health and safety, security, quality policies in all areas of the work
· Abide by all The Forward Trust’s policies and procedures and encourage others to do the same.


Other

· Contribute to a culture of continuous improvement by recommending new or improved ways of working to enhance the performance of the service
· In addition to those duties, Forward Trust reserves the right to require you to undertake additional or other duties within your capacity as may from time to time be reasonably required and necessary to meet the needs of the service


	Person Specification



	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 

	

	Experience of coaching and supervising volunteers
	E
	A/I

	Experience of recruitment
	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

	Self-driven, and ability to work within a team.
	E
	A/I

	Effective negotiating and influencing skills.
	E
	A/I

	Experience of overseeing the collection, recording and collating of information, including statistical data, for audit, research and reporting purposes
	E
	A/I

	A thorough understanding of Service user led support groups and their role in maintaining ongoing recovery.

	E
	A/I

	Working knowledge of using Microsoft office packages and databases.

	E
	A/I

	Understanding of and sensitivity to diversity and equality issues 
 
	E
	A/I

	Demonstrable experience of remote working
	E
	A/I

	Experience of facilitating groups or group training
	E
	A/I

	Understanding of the human resource within recruitment setting
	D
	A/I

	Lived experience of addiction recovery or ex-offending
	D
	A

	Experience of strategic partnership building
	D
	A/I

	Personal Attributes
	
	A

	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
	
	

	Possession of (or working towards) a level 4 in Education and Training
	D
	A/I

	Level 3 Award in Managing Volunteers
	D
	A/I

	A relevant counselling or coaching skills qualification
	D
	A/I

	A supervision qualification
	D
	A/I




	Forward’s Mission and Values



Our vision: 
Is that anyone, whatever their history and circumstances, can find the help they need to turn away from a life of crime and/or addiction, to build a fulfilling and productive life with family, work and community, while inspiring and supporting others to follow the same path.
Our mission:
We exist to help anyone impacted by addiction, crime, homelessness or long-term unemployment to turn their lives around. Our services work to inspire the belief in a better life, and support individuals to achieve that goal. We campaign to build awareness so that more people feel able to ask for help in a society that believes in the power of second chances and long-term recovery.
Our values: 
We deliver all our services with compassion and without condemnation. We are a safe place to start a changed life and we will be there for people for however long it takes, because change and recovery happens one day at a time. 
Our nine core-beliefs
1. Addiction or offending behaviours are often rooted in adverse childhood experiences - neglect, abuse and trauma - or mental health problems in adulthood.
2. Poverty, and lack of positive opportunities or networks, are also significant factors in the development of drug or alcohol addiction, or criminal lifestyles.
3. Anyone, irrespective of their past or current circumstances, is capable of confronting their problems and challenges in life and, with the right support, making lasting and positive changes.
4. Change and recovery depend on people taking responsibility for their own actions, and for confronting negative behaviour patterns.
5. Instilling self-confidence and self-belief in people who have become accustomed to alienation and disappointment, is core to enabling change.
6. Change and recovery are grounded in human connection and community, with family, friends and loved ones involved wherever possible, and opportunities provided for people to build self-respect through making positive contributions to the communities in which they live.
7. People who have succeeded in turning their lives around are important role models and sources of support and inspiration for others, as peers, educators and members of staff.
8. The benefits to communities and society of enabling change and recovery are long-term and wide-reaching.
9. Wider understanding of the causes of addiction and offending will reduce the prejudice and shame that stops people asking for and getting help.
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