[image: Bubbles half moon 15%]







[image: Bubbles half moon 15%]
[image: Bubbles half moon 15%]
JOB DESCRIPTION: Volunteer Coordinator, Fertility Network 
Location: Home based 
Reports to:  Scotland Branch Coordinator
Hours per Week: 17.5    Salary: £10,692.50
Core Purpose
The Volunteer Co-ordinator will be responsible for recruiting and growing the number of actively engaged UK volunteers; producing a regular volunteer e-Newsletter; co-ordinating volunteer support activities with other key staff; and ensuring appropriate volunteer training programmes are in place.  Ensuring volunteers feel supported and part of the Fertility Network team.
Key Responsibilities
· Develop and deliver the Volunteer strategy 
· Maintain current level of volunteers and recruit new volunteers to assist with the following:
· support groups
· attending events including education events
· providing peer support
· fundraising
· distributing literature to GP surgeries, clinics and other relevant organisations and events
· local support and information including support for those facing the challenges of childlessness
· Volunteer communications and engagement
· Work with volunteers to raise the profile of the charity and increase our reach to ensure all those who require our services can access appropriate information and support
· Liaise with the Communications Officer to recruit and support media volunteers
· Organise appropriate training courses for volunteers including telephone skills and basic counselling skills
· Provide volunteers with the necessary resources to perform their work including a dedicated information pack/handbook
· Manage and support volunteer workers efficiently yet sensitively
· Ensure that our volunteers are representative of the general population 
· Provide all volunteers with non-managerial supervision
· Ensure that the charity is attentive to the needs of the volunteers and the needs of those using the services provided by those volunteers
· Management of volunteer database
· Management of volunteer online groups
· Maintain volunteer statistics as required
· Attend and exhibit at relevant events
· Whenever work of a counselling nature is carried out, to have due regard to the sensitive nature of the issues involved
· Deal with all correspondence promptly and efficiently
· Deal with all telephone calls in a prompt, sympathetic  and efficient manner
· To undertake other duties within the responsibility of the post
· Producing a monthly report on all activity.
· Developing, maintaining, and liaising with Fertility Network’s pool of volunteers, and updating the database of volunteers.
· Attending events as need, with the potential for occasional overnight stays.
The above job description is not intended to be an exhaustive list of duties and responsibilities. The post holder will be expected to undertake additional duties as the requirements of the post change. This document will be regularly reviewed by both parties.
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