Suffolk Refugee Support

Job Description
[image: image1.emf]Job Title:

Part-time - Volunteer Recruitment Officer
14 hrs per week

Fixed term contract until February 2019 with a strong possibility of 
continuation.

Reports to:

Operations Manager

Salary: 

£24,598 per annum (pro rata from 37 hrs p/w)

Pension scheme (employee/employer contribution)

Context and Purpose of the Job
Suffolk Refugee Support provides support to anyone subject to immigration control as a result of an application for asylum in the UK and who is resident in Suffolk. Its activities provide a welcoming environment where service users can gain access to advice, support and practical services. It works with a wide range of voluntary and statutory organisations to ensure that service users have access to all the help and information they need to rebuild their lives in the UK.  Volunteers assist in all areas of the delivery of our services and are vital to their success.

The role of the Volunteer Recruitment Officer is to recruit and induct volunteers to support the activities of the organisation. The activities which rely on volunteers for additional support are the drop-in Advice Service including the Employment Service; the International Women’s Group; the ESOL classes and one-to-one learning support; the Youth work activities; the Friends Group and the Refugee Resettlement Programme. We also use volunteers to help with admin tasks, delivering talks and workshops and with befriending and accompanying clients with special needs.

Main Duties and Responsibilities
Volunteer Recruitment & Induction
To be responsible for liaising with key service delivery and management staff to identify gaps in services which could be filled by volunteers to enhance their delivery.
To advertise opportunities for volunteers via our website, other social media (in liaison with Communications Officer) and in appropriate public domains.
To be responsible for recruiting and maintaining a pool of suitable volunteers and ensuring their skills and abilities are matched to the needs of different volunteer roles within SRS. To ensure that wherever possible, volunteers from the user group are recruited.

To welcome new volunteers and deliver induction sessions to enable them to learn about SRS and its work. This will include ensuring they are aware of relevant SRS policies and working procedures.
To be responsible for ensuring that new volunteers are checked thoroughly for their suitability for the work via references and interviews. 
To ensure that DBS checks and safeguarding training has taken place prior to volunteers commencing work with SRS.

To deliver general health and safety training ensuring that the health and safety of volunteers is not jeopardised in any way and special measures are made for any volunteer requiring extra assistance in order to volunteer with us.  Also to work closely with the project leads to identify and induct on the additional Health & Safety considerations of their projects.
To deliver one-to-one confidentiality, boundaries and database training (where relevant) to volunteers. 

To edit and develop the volunteer induction pack, which is given to all volunteers as part of their induction to SRS.

To ensure that volunteer recruitment, induction and DBS records and contact details are recorded, kept up-to-date and stored securely.

Management and Development
To develop and implement volunteer policies and retention strategies, and work with the Charity Manager, Operations Manager, Office Systems Coordinator, staff and the Board of Trustees to ensure that Suffolk Refugee Support’s recruitment and retention of volunteers is constantly evaluated and improved.
Additional duties

To carry out a three month review with each new volunteer to ensure that they are enjoying and best suited to their roles.

To produce simple internal reports as and when required.
To attend relevant team meetings and take part in relevant training, induction courses, conferences and meetings of Suffolk Refugee Support.

To represent SRS at external events on an occasional basis.

Personal Development
With the support of the Operations Manager, the post-holder must effectively manage their own workload, assessing their priorities in terms of the balance between the reactive workload and the medium and long-term plans and projects. Work-time opportunities for appropriate training will be given to the post-holder.
Flexibility
The role is on Wednesdays and Thursdays, however, due to the nature of the role we would expect that occasional different working days may be necessary in order to deliver services effectively. A degree of flexibility is needed and the post-holder may be required to perform work not specifically referred to above. Such duties, however, will fall within the scope of the job, at the appropriate grade. This job description will therefore be subject to periodic review with the post-holder to ensure it accurately reflects the duties of the job.

Equal Opportunities Statement

As part of its recruitment policy, Suffolk Refugee Support intends to ensure that no prospective or actual employee is discriminated against on the basis of race, sex, nationality, marital status, sexual orientation, class, disability, age, religious belief or political persuasion, or is disadvantaged by any condition or requirement that is not demonstrably justifiable.

Please note that this role will require a DBS check which SRS will arrange and Safeguarding training will be undertaken by the Volunteer Recruitment Officer at the start of the appointment.

Personal Specification

Job Title:

Volunteer Recruitment Officer 

Reports to:

Operations Manager

Essential Criteria Relating to Main Areas of Work

	Knowledge, Skills and Abilities
	Essential / Desirable
	Assessment Method

	Experience of managing and supporting staff and/or volunteers, either in a paid or unpaid capacity, in a service providing front-line support to vulnerable clients.
	Essential
	Interview/

Application Form

	Thorough knowledge of good practice in recruitment and retention of volunteers. 
	Essential
	Interview/

Application Form

	Excellent organisational skills, attention to detail and the ability to maintain these whilst working in a high pressure environment.
	Essential
	Interview/

Application Form

	Good communication skills, with the ability to present information clearly both in the written and spoken form to a variety of audiences. Ability to deliver inductions to new volunteers.
	Essential
	Interview/

Application Form

	Ability to set appropriate quality standards and manage a service to meet them.
	Essential
	Application Form

	Experience of working within a multicultural team with the ability to share information when appropriate.
	Desirable
	Application Form

	Ability to interact with people whose first language is not English and to put people at ease.
	Essential
	Interview/Application Form

	Experience of prioritising own workload and working unsupervised.
	Essential
	Interview/

Application Form

	Ability to use email, word processing and spreadsheet packages.
	Essential
	Application Form

	Ability to develop services either in partnership with others or directly.
	Essential
	Interview/

Application Form

	An understanding of the needs of asylum seekers and refugees coupled with some understanding of asylum legislation.
	Desirable
	Application Form /Interview

	Awareness of the level of discrimination faced by refugees and asylum seekers in the UK and a commitment to equal opportunities and anti-discriminatory practice.
	Desirable
	Interview/

Application Form

	Ability to recognise the skills and experience of people and match them to available roles.
	Essential
	Interview/

Application Form

	Ability to present in a friendly, approachable and welcoming manner and a willingness to promote SRS at external events.
	Essential
	Interview/

Application Form
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