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JOB DESCRIPTION

(To be read in conjunction with Person Specification)

	POST:
	Volunteering Development Manager

	SALARY:
	NJC Scale 28
£31371 per annum (pro rata)
30 hours per week

	ACCOUNTABLE TO:
	Operational Manager

	ORGANISATIONAL EXPECTATIONS:

	Inspire North is the parent company to Community Links, Foundation, Bridging the Gap and Foundation Stone and we aim to provide a high quality service adhering to the principles of best practice, promoting inclusion and working positively with diversity. All posts have two main functions: to carry out the duties as outlined and be proactive in continuously improving service delivery.
It expects all its employees to carry out their duties in a professional manner with a client focus, ensuring that respect and courtesy is shown to them, colleagues, other service providers and all those in contact with the organisation.

	OUTLINE OF POST:

	The Volunteering Development Manager (VDM) will help to raise the profile and set a clear direction for Inspire North on volunteering ensuring that it is effective and has impact 

The post holder will be responsible for supporting services and departments to identify opportunities for a wide range of volunteering roles. They will support teams to recruit, induct and offer a high level of support throughout the volunteer journey.

The VDM be responsible for ensuring consistency and quality across the group in relation to volunteering practice and policy ensuring that volunteers voices are considered and embedded within all levels of the organisation.

The post will be based at our Inspire North head office in Leeds but will be expected to travel to sites across the group footprint as required

This is an exciting new role which offers a unique opportunity to influence and shape volunteer policy and culture across the Inspire North Group.

	MAIN TASKS:

	1.
	To act as an ambassador for volunteering across the group and champion a positive volunteering culture

	2.
	To develop the volunteer offer across the group and ensure placements are meaningful, high quality and integrated in the service or department

	3.
	Keep up-to-date with local and national policies, guidelines, procedures and practices and developments around volunteering and ensure this is reflected in Inspire North policy and practice

	4.
	Facilitate a group wide Volunteering Forum to promote best practice and support for volunteer managers, co-ordinators, supervisors and teams supporting volunteers.

	5.
	To act in an advisory capacity to Volunteer Co-ordinators, teams and departments as necessary

	6.
	Lead on the Investing in Volunteers kite mark accreditation and ensure ongoing plans are in place for continuous improvement

	7.
	Ensure effective recruitment and selection, induction and supervision of volunteers take place consistently across the group

	8.
	Develop and deliver robust organisational induction training to all group volunteers and support other sites to develop robust local inductions

	9.
	In conjunction with the Operational Manager Volunteering lead, to develop a volunteering strategy for Inspire North to promote consistency in practice and culture around volunteering.

	10.
	Ensure co-productive approaches are taken to developing strategy, policy and procedure with volunteers.

	11.
	Ensure activity to acknowledge, reward and recognise volunteers takes place across the group

	12.
	Work with departments and teams and provide training in best practice where necessary to ensure they are equipped to effectively support volunteers

	13.
	To ensure that the diversity of volunteers across the group is reflective of the community and our user groups by providing a wide range of opportunities including specific roles for those with Lived Experience

	14.
	To support services and departments to identify opportunities for meaningful volunteer opportunities including student placements

	15.
	To develop mechanisms for measuring the impact and effectiveness of volunteering across the group and report on this as required

	16.
	To ensure mechanisms are in place for obtaining feedback from volunteers and that this helps to inform organisational development and the volunteer journey

	17.
	To represent the group externally and identify opportunities to create partnership to enhance the volunteer offer

	18.
	Attend local, regional and national events relating to volunteering as required

	19.
	To attend Inspire North Leadership forums and participate as a member of the wider leadership team

	20.
	Adhere to all organisational policies and procedures.

	21.
	Participate in regular supervision and Inspire North Personal Development Review system.

	22.
	Represent Inspire North in a knowledgeable and professional manner at all times.

	23.
	To carry out other tasks and responsibilities of a similar nature as determined from time to time by the manager in relation to the smooth running of the service.

	
	Please note this job description is not intended to be exhaustive. The post holder will be expected to adopt a flexible approach to the tasks, which may be varied from time to time following discussion with line management. Any variations will be subject to the operational requirements of the project and will be in keeping with the general profile of the post.
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Person Specification 
The person specification should be read in conjunction with the job description. It is used at the short listing and interview stages to decide how suitable each candidate is to take on the role.  

Inspire North does not necessarily expect that each candidate will fulfil all the criteria listed in the Desirable column but any ‘gaps’ could form areas for development in the future.
	Approach
	Essential


	Desirable


	Identified by:

A=application

I=interview

P = Presentation

	Highly positive about volunteering and the benefits to individuals and organisations
	(
	
	A, I, P

	Creative and solution focussed
	(
	
	A, I, P

	Committed to equal opportunities and diversity
	(
	
	A, I, P

	Able to build and maintain relationships whilst maintaining appropriate professional boundaries
	(
	
	A, I, P

	Flexible and willing to take on responsibilities and projects in addition to core workload
	(
	
	A, I

	Demonstrate the ability to undertake work with high degree of accuracy and attention to detail
	(
	
	A, I,

	Knowledge & Skills
	Essential
	Desirable
	

	Good leadership, influencing and negotiation skills
	(
	
	A, I, P

	Excellent communication skills 
	(
	
	A, I, P

	Project planning and management skills
	(
	
	A, I 

	Knowledge of best practice in volunteering management 
	(
	
	A, I ,P

	Ability to work in a collaborative and co-productive way
	(
	
	A, I ,P

	Knowledge of Investing in Volunteers (or other quality mark)
	
	(
	A, I

	Have access to a car for work purposes and hold a full current UK driving licence
	(
	
	A

	Volunteering Qualification 
	
	(
	A

	Qualification in plain English Second Language e.g. Urdu, Polish, BSL
	
	(
	A

	Experience
	Essential
	Desirable
	

	Experience of recruiting, inducting and supporting volunteers
	(
	
	A, I, P

	Experience of working with a wide range of stakeholders and departments
	(
	
	A, I, P

	Experience of delivering training 
	(
	
	A, I, P

	Experience of working in partnership and developing partnerships
	(
	
	A, I

	Experience of mental health either as service user, carer, worker or volunteer.
	
	(
	A


 
                        


