The Nerve Centre Kirklees

Job Description  

Co-ordinator for Volunteers
Duration: Funded until April 2012 (Option to renew contract if funds available)

Times: 09.45 to 16.15 (half hour for lunch) Six hours x 4 days a week. 

Tuesday, Wednesday, Thursday and Friday`s
Responsible to: Project Manager
Location: The Nerve Centre, 2nd Floor Standard House, Half Moon Street, Huddersfield HD 1 2JF

Closing Date:  Monday August 30th 2010
Applications arriving after this point cannot be considered.

For further details about this post please contact Helen Crawford: Project Manager

Telephone: 01484  469 853
General

The Nerve Centre Kirklees is a charity and a company limited by guarantee. This post supports the development of the project which provides non-clinical support, signposting, library and information services, and social and educational opportunities for people with neurological conditions, their families, carers and friends and volunteers to the project..  Other services delivered include complementary therapies including music and art, an activities programme, counselling, training, volunteering opportunities, supporting people in a friendly atmosphere. The Centre also has a campaigning arm aimed at working for higher standards of neurological services and improved care for local people and interacts with statutory and voluntary agencies.  The Nerve Centre offers a 5% contribution to all employees’ pensions.  This post supports the Project Manager who has overall responsibility for the project. The post is open to people with disabilities.   We currently have Directors, Staff and Volunteers who have health issues.
Our Volunteers

The Nerve Centre supports an average of 30 volunteers and work placements . The volunteers undertake many different tasks, for managing the organisation (Directors) to  scrubbing the kitchen floor (cleaner) and many roles in between. Library and information supporter, receptionist, administration, handy person, fundraiser etc). Our volunteers come from different back grounds and age groups. Some volunteers have their own health issues.

Role Summary:

The primary role of the Co-ordinator is to manage and develop the volunteers at the centre, and take the lead in volunteers delivering the day to day operations needed to deliver the services. The post holder will be creative and positive in carrying out their role.
This would include recruiting, interviewing, training supervision and supporting our 

Volunteers, ensuring the centre have the resources to run efficiently.  This would be done in collaboration with Directors, Project Manager and the Administrator. 
The Co-ordinator for volunteers will be the first point of contact for Members, Volunteers, and the “Responsible Officers” (Volunteers) to carry out their role.

The role includes delivering training to volunteers and work placements in the day to day operations at the centre; reception duties, administration tasks: answering the telephone, transferring calls; booking therapy appointments and room hire; handling petty cash (cheque and cash payments); dealing with customers.

The role also includes training volunteers in use of the library and information resources for use by members.
All volunteers will be trained in equality, health and safety and other relevant issues and offered monthly supervision

Key Tasks

· Being a key holder for the centre and opening  and closing the centre on some days of the week

· To be the first point of contact on a day to day basis for volunteers and members.

· Recruiting volunteers through contact with various agencies

· Discussing work placements with agencies

· Interviewing volunteers, identifying suitable tasks for each person and planning the volunteer rota.
· To deliver and develop the Nerve Centres training programme.

· To build a capable and developing volunteer team

· Being responsible for the day to day management of the volunteers,

· Training volunteers and work placements in Equality issues, Health and Safety, Social model of disability, Nerve Centre ethics and specific administration tasks where required.

· Offering  monthly supervision for all volunteers

· Attending meetings with other agencies and training when agreed. Attend Directors meetings when requested.

· Writing a monthly report and giving verbal updates for the Directors and other staff.

· To organise social events for volunteers and to support volunteers in organising fundraising events.

· To work in accordance with the organisation’s policies and procedures.

· To work as a team with new developments and services at The Nerve centre

· To assist and develop a Volunteer and Members Newsletter.

· Other tasks commensurate with the role as requested by the Project Manager or Directors.

The Nerve Centre Kirklees

Job Description: Co-ordinator for Volunteers
 Person Specification

E= Essential      D = Desirable

	Attributes
	How assessed
	E
	D

	Qualifications/ Knowledge
	
	
	

	Minimum GCSE`s in Maths and English or equivalent. 
	Application Form
	*
	

	Knowledge  and understanding of Health and Safety requirements
	Interview
	
	*

	Understanding of the social model of disability
	Interview
	
	*

	First Aid Qualification
	Application Form
	
	*

	Experience
	
	
	

	Experience of being a volunteer.
	
	
	*

	Experience of working with and developing volunteers. 
	Application form/Interview
	
	*

	Experience of delivering training,  supervision and support to volunteers
	Application/ Interview
	*
	

	Experience  (personal or family/ close friends) of the effects long term illness
	Application form/Interview
	
	*

	Experience of working in an office
	Application form/ Interview
	
	*

	Experience of policies and procedures in delivery of services.
	Application form/Interview
	*
	

	Experience with common word processing and spreadsheet packages (Word, Publisher, Excel programmes or equivalents).
	Interview/Test
	*
	

	Experience of preparing written texts for different audiences, report writing
	Application form/Interview
	*
	

	Skills
	
	
	

	Ability to assist and develop a volunteer and members newsletter which is user lead.
	
	*
	

	Ability to train, manage and develop volunteers
	Application form/Interview
	*
	

	Ability to lead on delivering the day to day operations required to run the service
	
	*
	

	Ability to create dynamic information, marketing materials and posters.
	
	
	*

	Able to work sensitively and objectively with people in a supportive environment.
	Application form/Interview
	*
	

	Hold a full Driving licence and prepared to use vehicle for work
	Application form
	
	*

	Ability to prioritise and delegate work
	Interview/Test
	*
	

	Personal Attributes
	
	
	

	Flexible approach to work
	Interview
	*
	

	Used to working harmoniously, creatively and positively with different kinds of people
	Interview
	*
	

	Personable, whilst maintaining boundaries.
	Interview
	
	*


The Nerve Centre, Kirklees

NOTES TO HELP APPLICANTS COMPLETE APPLICATION FORMS

When you apply for work with us, remember selection for interview is based on the information contained on the application form. It is therefore most important that you complete all sections of the application form as clearly and fully as possible. 

Please write or type your form in black ink because we have to photocopy the form and some other colours do not copy very well.

You have received a job description which lists the duties that you will be expected to carry out, and an employee specification which lists the qualities that the recruitment and selection panel will be seeking from you. Please read these carefully. 

Each part of the employee specification lists personal qualities required to do the job. These are ranked according to their priority as follows:

Essential - Must have

These criteria are measured from the application form. In order to be considered for interview you must demonstrate your ability to fulfil all these criteria.

Desirable - Could have

These criteria include attributes which are needed to do the job, but could be learnt on the job.

Application Form

Completing the application form is the first step in the recruitment process that may lead to an interview, the testing of your skills and the possible offer of work. It is, therefore, most important that you complete all sections of the application form as clearly and fully as possible, particularly the questions about your skills which tell us what work you can do. Please do not send a Curriculum Vitae (CV) instead of an application form, as it cannot be accepted for consideration by the Panel.

Read the form through carefully before you write anything. Read all the information we have sent to you. This will tell you what we are looking for – experience, skills, and qualifications and so on. You will need to show on your application form that you have the things we are looking for. Before beginning to fill in the form, it is a good idea to make a copy of it and fill this in roughly. This way you can make changes until you feel you have covered everything
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Co-ordinator of volunteers application form
Please read the ‘Notes to help you complete the application form’.

 




(Office use only)

	Personal Details 

Dr Mr Mrs Miss Ms Other  Please state
	

	Last Name


	

	First Name/s


	

	Address


	

	Telephone:  Home / Mobile / Work


	

	Email Address


	

	Male □  Female □   
	Do you consider yourself to be disabled? 

Yes □  No  □


References – Please provide the names of two referees 

	First Referee

Name
	

	Address


	

	Telephone


	

	Email


	

	Occupation


	

	Relationship


	

	May we approach this individual if you are invited to interview?


	Yes □   No  □

	Second Referee

Name
	

	Address


	

	Telephone


	

	Email


	

	Occupation


	

	Relationship


	


*References will only be requested when you are invited for interview.

One of the two referees must be your present or most recent employer, if previously employed

EDUCATION AND TRAINING






 
 








(Office use only)

QUALIFICATIONS

	Name of Institution
	Date Attended
	Qualifications
	Grade

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


TRAINING

	Name of Institution
	Date
	Title of Relevant Courses.

	
	
	

	
	
	

	
	
	

	
	
	


EMPLOYMENT

CURRENT PAID EMPLOYMENT

	Present / Most Recent Position
	

	Date Employment Started
	

	Date Employment Ended
	

	Salary / Wage


	

	Briefly describe your duties


	

	Business Name & Address
	

	Notice Required

(if applicable)
	


*Please give details of other previous paid employment, paid. *Include any relevant part- time, casual  work.

	Dates
	Job Title
	Main duties
	Employer address

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


UNPAID OR VOLUNTARY WORK

	Dates
	Job Title
	Main Duties
	Group, Address

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Please state how you meet the person specification.    (Tell us about your skills experience and knowledge in  relation to this job)

If you need more space, please attach  one additional separate sheet, no more please.

	


	Any other additional information




	Where did you see the post advertised? 




Signature

	I certify that my answers are true and complete to the best of my knowledge. 

If this application leads to employment, I understand that false or misleading information in my application or interview may result in my release.

	Signature:
	
	Date:
	


Co-ordinator of volunteers -  Monitoring Form 8/09
Asian Background:


Asian, Asian English, Asian British


Indian


Pakistani


Bangladeshi


Chinese


Any other Asian Background  (specify)………………………………………….

Black background


Black, Black English, Black British 


Caribbean


African


Any other Black Background (specify)……………………………………………

Mixed


Any mixed background (specify)………………………………………..

White background:


British, English. Northern Irish, Scottish , Welsh


Irish


European (specify)………………………..

Other white background (specify)

Other ethnic background


Any other ethnic background



Decline to answer

           /10





          /10








