Our Values: 
Sustainable     Caring     Supportive     Collaborative     Inclusive 
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                   JOB DESCRIPTION


	

	Job Title
	[bookmark: _Hlk150442317]Befriending Service and Volunteer Recruitment Manager

	Reports to
	Operations Director 

	Location
	Based at The Community Hub

	Responsible for
	Volunteer coordinators and Volunteers 

	Key Responsibilities

	Deliverables/Outcomes
· To work with the Managers within Age Concern Southend to ensure all volunteering requirements are filled. 
· Write role descriptions for all current and future roles for volunteers needs. 
· Ensure a smooth volunteer recruitment process
· Organise and coordinate corporate volunteers with projects working with Age concerns Services
· Develop good communication through the management structure 
· Build relationships throughout Southend and surrounding areas with groups within the community 
· Oversee the DBS checks 
· Ensure all social media outlets are utilised with up-to-date information and volunteer vacancies.
· Head up volunteer recruitment campaigns with the marketing Manger
· Ensure all volunteer recruitment staff members are trained and striving for excellence driving forward proactively with new initiatives with SMART objectives and clear goals
· Play an active part of the leadership team 
· Develop ‘’on brand’ advertising to ensure easy recognition throughout Southend and surrounding areas 
· Drive forward change to clear and keep the befriending service running effectively
· Develop a service that is outcomes based and based on results.

	
	Management and Leadership
· Develop a strong team that supports cross department and service relationships. Drive the service and ‘lead from the front’

	
	Communications and teamwork
· Work closely with Age Concern leadership team to deliver results to support all services offered. 
· Ensure a shared understanding between all staff about the processes and any ‘call to action’.

	
	General
· Always uphold Age Concern Southend’s values and ensure all we do fit with our mission
· Maintain professionalism and work within the boundaries of Age Concern Southend policies. 
· Be the face of Age Concern Southend at all times. 
· Any other reasonable requests




THIS JOB DESCRIPTION IS NOT EXHAUSTIVE AND IS SUBJECT TO REVIEW IN CONJUNCTION WITH THE POST HOLDER AND ACCORDING TO FUTURE CHANGES/DEVELOPMENTS IN THE ORGANISATION.

PERSON SPECIFICATION

	Experience
	· Working with volunteers or in a similar role – or willing to learn.
· Management of staff members and/or volunteers 

	Knowledge and Skills
	· Strong verbal and written communication skills.
· Able to develop relationships and build rapport.
· High level of computer literacy as well as numeracy skills. 
· Strong leadership skills 

	Personal Attributes
	· A positive attitude to the role with a strong work ethic and a genuine desire to seek opportunity, maximize volunteer support and support the work of Age Concern Southend
· Well presented with a good telephone manner 
· Polite and friendly can-do attitude.
· Team player 



Helping out - Fundraising events
Age Concern Southend is a local charity and not part of any big national charity. We are not funded by the Council or the NHS. We rely on support from the community we serve, to enable us to develop and deliver our services.
We will work incredibly hard to put on a full calendar of fundraising events every year and we will ask all staff to ‘help out’ at least one event per year.  We are asking every staff member to do this as unpaid – it’s about going the extra mile and being in it together. There is something for everyone and helping out is a great way to meet other staff and volunteers from across the organisation and those that support us, but above all it is fun!
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