
Volunteering Development Manager
	Job title: Volunteering Development Manager

	Team: Learning & Training Service

	Accountable to: Head of Learning & Training
	Line managing:  Volunteers

	Salary: £31,000
Pension: following successful completion of 6 month probationary period (5% employer contribution conditional on min. 3% employee contribution)
	Hours: 35 hr week 

	Disclosure: Enhanced 
	Contract: full time, permanent


Tackling the root causes of homelessness in East London

For homeless people, or those at risk of homelessness, finding employment and housing opportunities can feel like an uphill battle, even more so if they’re affected by physical, mental health or substance misuse issues. Providence Row works with more than a thousand homeless and vulnerably housed people a year in East London, offering an integrated service of crisis support, advice, recovery and learning and training programmes.  Our aim is to ensure that people who are so often excluded from mainstream services gain the support and opportunities they need to create[image: image1.png]PROVIDENCE ROW
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 a safe, healthy and sustainable life away from the streets. Central to our work are our core values of Compassion, Respect, Inclusiveness, Empowerment and Justice.  
Volunteering & Peer Mentoring Programme
Volunteering plays a key role throughout Providence Row’s services including supporting our catering, gardening, reception, IT support, Reset Outreach and Referral Service, and many other roles within the organisation bringing people of diverse backgrounds, experiences and skills together to support some of the most vulnerable people in our community. Our accredited Peer Mentoring programme recognises the unique skills of those with lived experience to impact the lives of others and support the aims of the organisation. 
The ideal candidate 
Passionate about the power of volunteering, you have the track record to run successful volunteering initiatives that make lasting changes in people’s lives.  You have experience of developing client-friendly volunteering procedures, induction and training within a complex needs setting.  You are an excellent communicator and can create positive working relationships with a wide range of people and organisations.  You are creative, innovative and well organised.    

The role 

Job Purpose
· To manage and to lead on the development of the volunteering strategy within Providence Row so that we are investing in and serving all of our volunteers  in their representation of our core vision and values in strengthening the mission of the charity.
· To manage and to lead on volunteer recruitment following organisational policies, procedures and practices and deliver training to volunteers and ensure that they get the most out of the role, are adequately supported and rewarded once engaged.

· To liaise with Management and Staff to ensure successful implementation of an organisation wide volunteer journey and driving best practice
· To manage and to lead on the peer mentoring programme, working on individual continuous development plans, informed by best practice and awareness of our audiences.
Key responsibilities 
1. Volunteering Strategy Development
1.1 To work closely with all key staff, managers, clients, corporate supporters and volunteers to develop and deliver the volunteer programme 
1.2 To work with the services teams and clients to develop suitable volunteering and peer mentoring opportunities and support systems 
1.3
Continue with our successful and embedded corporate volunteering programme, working closely with all teams to develop opportunities for local companies. 

1.4
To review and update key policies and procedures around volunteering which capture best practice

2. Volunteering Recruitment and Training
2.1
To be responsible for the recruitment and selection of volunteers across the 
organisation, including ensuring that all relevant screening procedures are adhered 
to

2.2
To organise volunteer induction, support and training programmes to enhance volunteer effectiveness and meet their developmental needs        
2.3
To provide information on volunteer involvement, retention and training                requirements.
2.4
To research and design induction training programs for volunteers responding to, and incorporating feedback into your sessions.  
2.5
To coordinate a communications calendar including volunteer and peer & service user forums to facilitate volunteer engagement
2.6        Facilitate achievement and recognition events for volunteers.
3. Volunteering Management 

3.1
To maintain up to date recording systems for all volunteer and peers information      which is compliant with GDPR
3.2
To provide support, supervision and training to volunteers and peers within the service, to ensure organisational and local structures are in place to enable this to happen.  
3.3
To guide other staff members within Providence Row in their support of volunteers and peers. 
3.4
Ensure all volunteers and peer mentors are supported and where appropriate 
supervised by relevant staff in a person-centred way 

3.5
Ensure that volunteering policies and procedures are utilised and updated where necessary 
3.6
To develop and utilise an evaluation system to demonstrate the impact volunteers make within the organisation to be shared with stakeholders
3.7
To devise rotas for volunteers in accordance with the needs of the services

3.8
To ensure all volunteers are aware of and comply with Providence Row’s policies and procedures 

4.
Partnerships

4.1
To liaise with local organisations including treatment services, mental health agencies and hostel provision and develop a multi-agency approach to our work
4.2
Engage with internal departments to ensure the maximum amount of take up of volunteer positions within the organisation
4.4
To work with the management team to continually develop promotional literature and recruitment material to encourage a steady flow of volunteer involvement within the charity

4.5
To work in partnership with other departments and groups, including external organisations, in planning and designing training programs to up skill both staff and volunteers.
4.6
To develop and maintain relationships with local universities and institutions of psychotherapy to provide skilled volunteers to support our organisational goals
5.
Service User involvement 
5.1
To co-ordinate the engagement and day to day resource management of volunteers 
and peer mentors, including those with lived experience, to ensure they influence 
and shape the development, delivery and evaluation of Providence Row’s services.
5.2
Engage peer mentors and service users in the production of the Service User 
Involvement plan

5.3
Coordinate a quarterly Service User Meeting

5.4
Arrange for Peer Mentors to support the attendance by services users at relevant 
local substance misuse and other forums
6.
Other Duties
6.1
To maintain positive relationships with external partners to promote Providence Row’s work and uphold our reputation

6.2
Take on occasional pieces of work as agreed between the Volunteering Development Manager and the Head of Learning & Training. (Duties will fall within the scope of the post at the appropriate grade.)

6.3
Attend occasional evening and weekend meetings and functions
6.4
Work in accordance with the Charity's values, guiding principles, policies & procedures. 
Person specification
	Knowledge and Experience

	Experience of leading and managing a volunteer and/or peer mentoring scheme within a best practice environment
	Essential

	Experience of volunteer and/or peer mentor recruitment, management, support and supervision
	Essential

	Experience of implementing new systems and services
	Essential

	Knowledge of volunteering good practice, relevant legislation and resources
	Essential

	A thorough knowledge of safeguarding and boundaries in working with vulnerable people
	Essential

	The ability to produce clear and well written information for a range of audiences and diverse communities.
	Essential

	Experience of engaging service users in designing, delivering and evaluating services
	Essential

	Experience of working with a range of partners 
	Essential

	Excellent IT skills, including experience of using databases to log and manage information and use of mobile and remote technology to communicate
	Essential



	Strong commitment to and experience of monitoring and evaluation, including data collection, analysis and report writing
	Essential

	Experience of working with vulnerable people with complex needs including people resistant to treatment
	Desirable

	Knowledge of substance misuse issues and relevant services in the area
	Desirable

	A good understanding of the local community, cultural diversity and the need to adapt services in order to enable equality of access to services
	Desirable
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Providence Row is a company limited by guarantee (company no. 07452798) and registered charity in England and Wales (charity no. 1140192). Its registered office is at The Dellow Centre, 82 Wentworth Street, London E1 7SA.
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