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Job Description: Volunteer Coordinator
 Based in Edinburgh
Venture Scotland’s aim is to empower disadvantaged young people aged 16-30 to achieve their potential and make an active contribution to society. We help young people to develop new skills and confidence, improve their mental and physical health, decrease their involvement in harmful behaviour and increase their access to employment, training, education and volunteering. 

We do this by providing a long-term and intensive programme of personal development and volunteering called ‘The Journey’. Our team of development professionals works in partnership with volunteers from all walks of life to lead the Journey, which consists of outdoor activities, conservation and challenging group work. Our programme takes place in both urban and wilderness settings, including at our remote bothy in Glen Etive. 

As Volunteer Coordinator you will manage the support for the excluded young people in completing the final stage the Journey, which is focused on enabling them to access volunteering and a range of other follow on opportunities. You will also coordinate our large team of volunteer leaders and mentors that provide support to young people throughout their involvement in the Journey.
Salary:  £24,903-£25,716 plus 3% non-contributory pension

Hours: 
37 per week, with core office hours of 9-5pm and including a proportion of evening and weekend work. 

Location: 

The post will be based at Norton Park, 57 Albion rd Edinburgh, EH7 5QY but will also incorporate regular work at our Glasgow base.

Job Purpose: 

To take the lead with the support for the vulnerable young people in volunteering for Venture Scotland and in accessing relevant follow on routes in the form of employment, training and education opportunities. To coordinate the volunteer leaders and mentors who provide support to young people throughout their involvement in the Journey.

Reporting Structure:

The Volunteer Coordinator will report to the Programme Coordinator, who is based in Edinburgh. 

Main Duties:

Key working of young people

· To look after a caseload of young people of approximately 25 per year.
· To ensure that each young person develops and works to an action plan detailing their goals relating to skills development, reducing harmful behaviour and accessing employment, training, education and volunteering.
· To attend a selected number of wilderness residentials within the Journey programme in order build relationships with young people ahead of the volunteering stage.
Coordination of young volunteers

· To lead the volunteer training programme for young people making the transition from the personal development element of Venture Scotland to volunteering.
· To ensure that each young person is assigned volunteer tasks appropriate to their capabilities.
· To work with Venture Scotland staff to ensure that each young volunteer has a line manager and appropriate support and communication. To provide line management for some volunteer roles.

· To coordinate a Young People’s Forum through which young people will provide regular feedback on the Journey.

Coordination of volunteer leaders and mentors

· To coordinate a volunteer mentoring programme, which supports young people during their involvement in the Journey.
· To lead the initial training and ongoing support sessions for volunteer mentors.
· To ensure that the mentoring programme meets the standards of the Quality Award of the Scottish Mentoring Network.
· To lead the coordination of Venture Scotland’s wider pool of volunteer leaders, providing excellent support, communication and training opportunities in line with the Investing in Volunteers quality standard.
Partnership working

· To maintain excellent relationships and communication with existing partners of Venture Scotland including coordinating young people’s involvement in external volunteering and training courses.
· To organise a range of visits and events for young people that increase their awareness of different follow on routes and support services.
· To develop new partnerships which provide progression routes to young people.
Evaluation

· To contribute to the overall evaluation of the Journey programme ensuring that data relating to the young people and volunteers you are supporting is efficiently collected.

Administration

· To ensure that all information relating to the young people and volunteers you are working with is kept updated on Venture Scotland’s databases.
Team

· To manage and develop the Volunteer Development Worker, who is based in Glasgow, and work with them to deliver the above objectives.
Person Specification
Essential attributes
· Commitment to the ethos of Venture Scotland and a passion for developing people.

· Qualification in youth, social or community work or a minimum of 3 years relevant paid or voluntary experience working with vulnerable young people.

· Experience of providing 1:1 support and carrying out action planning with vulnerable young people.

· Experience of coordinating volunteers and a working knowledge of best practice in volunteer management.

· Proven facilitation skills for delivering high quality volunteer and mentor training.

· Experience in staff management.
· Good written skills for developing training materials and communicating with volunteers.

· Strong project management/organisational skills to ensure that the final stage of the Journey is delivered effectively.

· Excellent interpersonal skills for building relationships with young people, partner agencies and volunteers.

· Energy, drive and initiative to develop a relatively new area of work for Venture Scotland.

· An interest in adventure and conservation activities.

· To be prepared to work evenings and weekends as required.

Desirable attributes

· Experience of using the outdoor environment as a tool for personal and social development.
· Personal experience of volunteering.

· First Aid Qualification.
· Ability to drive a minibus with a trailer (D1 and E license holder).
· Existing networks and contacts with relevant organisations in Edinburgh/Glasgow.

Visit www.venturescotland.org.uk for further information about Venture Scotland.

Venture Scotland is registered charity SC013901.

Venture Scotland is licensed by the Adventure Activities Licensing Authority (AALA) to provide climbing, trekking and water sports.

Venture Scotland has achieved the Investing In Volunteers quality mark.
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Funded by The National Lottery through the Big Lottery Fund.
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