THE MORAY COUNCIL

JOB DESCRIPTION
	 (1)
JOB IDENTITY

	POST TITLE:
Volunteer Support Worker
DEPARTMENT:
HSCM  
SECTION:  Volunteering and Communities HSCM
LOCATION:
Hybrid 
REPORT TO: 
Team Lead 
GRADE:
4
POST NO:
MOR12177


	(2)
JOB PURPOSE AND WAY OF WORKING

	To support the Volunteer Development Officer in Health and Social Care Moray, in the co-ordination, recruitment of volunteers and support service delivery 


	(3)
MAJOR TASKS

	3.1 Support the development and provision of a high standard of volunteering in HSCM.
3.2 To support promoting a culture within HSCM where volunteers feel valued, informed and appreciated, and to support the delivery of a programme of activities/events to recognise volunteer contribution.
3.3 To support the development of the culture of volunteering in HSCM
3.4 To liaise with volunteers to support service delivery that enables people to live independently in their own homes for longer. 
3.5     To support existing Health and Wellbeing community groups to deliver their aims 

3.5 Health and Safety/legislation 


	(4)
REPORTING RELATIONSHIPS This job is indicated by *

	





SIGNATURES AND ADMINISTRATION ONLY

	Author’s Signature:

Postholder’s Name:

Supervisor’s Name:
	Validator’s Signature:

Signature:

Signature:
	Date:

Date:

Date:


JOB DESCRIPTION Cont/d ...

	 (5)
DUTIES TYPICALLY INCLUDE:

	5.2 Support the development of and provide a high standard of volunteer support in HSCM.
5.2.1 Support the Volunteer Development Officer in the recruitment plan to ensure that sufficient volunteers with the appropriate skills are recruited to meet the current service delivery needs. This will necessitate working closely with colleagues throughout HSCM and wider third sector partners and identify tasks and roles suitable for volunteer engagement.
5.2.2 Maintaining accurate volunteer data-base records and the day-to-day administration tasks such as invoicing, emails, spreadsheet updates. 
5.2.3 Support the coordination of induction, training, retention and support/supervision of volunteers

5.3 Promoting a culture within the department where volunteers feel valued, informed and appreciated, and support the Volunteer Development Officer to co-ordinate/deliver a programme of activities/events to recognise volunteer contribution.
5.3.1 To assist in organising volunteer events that describe and celebrate the role of volunteers in e.g. quarterly engagement events and volunteer week. 
5.3.2 To collate statistics for the Volunteer Development Officer to provide reports
5.4 Developing the culture of volunteering within HSCM and provide advice and support to staff in order to achieve effective volunteer engagement within each department.
5.4.1 To assist the Volunteer Development Officer to liaise with staff to explain and describe the roles of volunteers in HSCM.
5.4.2 To meet with volunteers and staff to assist with the support of volunteer matchings as required and ongoing support.
5.5 To support the Volunteer Development Officer to liaise with Community groups in order to develop potential for social inclusion of service users and for community involvement in the delivery of services in HSCM.
5.5.1 Attend community groups on request by the Volunteer Development Officer to describe the work of volunteers in HSCM.
5.5.2 Work with the Volunteer Development Officer to establish networking opportunities for e.g. Third sector and corporate organisations. 
5.6 To Support Community Health and Wellbeing Groups to deliver their aims 

5.6.1 Provide appropriate support to established community groups considering their needs and using the most appropriate methods. 
5.7       Health and Safety/Legislation 
5.7.1 To take reasonable care for the health and safety of self, other staff and service users as defined by    Council policy and other relevant documentation and training/legistration 
5.7.2 To co-operate with the Council in ensuring that health and safety duties are complied with.
The above is intended to provide a clear but concise statement of the present MAJOR TASKS and ACTIVITIES of the job.  It is not an exhaustive list of all its detailed duties.


THE MORAY COUNCIL

PERSON SPECIFICATION

Post:
Volunteer Support Officer 
Department:
HSCM 
Date Specification Completed:

Note:  Any disabled applicant who meets the essential criteria for the post is guaranteed an interview.

	ATTRIBUTES
	ESSENTIAL
The minimum acceptable levels for safe and effective job performance
	DESIRABLE
The attributes of the ideal
 candidate

	(1) Experience


	Experience of working across different sectors and developing links with partners and agencies


	Prior volunteer experience is desirable but not essential, as comprehensive training will be provided and transferable skills from diverse backgrounds are highly valued 
Experience of working with CareFirst, a web based, case management system.

	(2) Education & qualifications*


	Relevant qualification e.g. Higher National Certificate, or equivalent relevant experience.
	Recognised qualification for spreadsheets, ECDL or equivalent.

	(3) Skills/abilities (general)


	Experience in administrative and IT skills (MS Outlook, Word, Excel and PowerPoint) experience of database population, and an ability to maintain records and produce clear written and oral reports.

Willingness to be a supportive team player.
Good organisational and time management skills, with the ability to multitask, plan and prioritise your workload.
	Creative thinking and problem- solving skills.


	(4) Skills/abilities specific to post*


	Excellent communication skills, including networking with both internal and external partners.

Understanding of volunteering and what motivates volunteers.

Ability to recruit, supervise and support volunteers.
Appreciation and acceptance of, and commitment to the importance of confidentiality and data protection
	Understanding of issues relating to Community service users.

	(5) Inter-personal & social skills


	Excellent written and oral communication skills.

Ability to motivate self and others.

Calm, confident and friendly manner.

Demonstrate respect for other people with different backgrounds and opinions.

Willingness to accept direction/delegation

Committed to promoting equality and diversity.
	Empathetic towards life circumstances and peoples’ vulnerabilities.


	(6) Working environment & physical demands
	You will be expected to travel between various work locations when required to meet operational needs of the service. Due to the rural nature of Moray this is normally undertaken by use of a car.

	


*  Candidates will be required to show these documents if invited for interview.

Satisfactory Disclosure Scotland check required?
           YES/NO
Membership of Protecting Vulnerable Groups Scheme

(Working with Children)





YES/NO
Membership of Protecting Vulnerable Groups Scheme

(Working with Adults)





YES/NO
Satisfactory pre-employment medical screening required?
YES/NO

Communities and Volunteering Lead





Volunteer & Community Participation Development Officer





Volunteer Support Officer*
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