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Senior Activities and Volunteers Coordinator
Job Description and Person Specification

About the role
Title: Senior Activities and Volunteers Coordinator
Reporting to: Trustee Board 
Responsible for: Activities and Volunteers Coordinators

Purpose of the role
Every year, Me2 Club matches over 100 children who have additional needs or disabilities with committed and passionate volunteers to help them attend and take part in mainstream leisure activities. We tackle the impact of exclusion and social isolation experienced by children and young people and help build their confidence, self-esteem and independence. 

As the Senior Activities and Volunteers Coordinator you will be responsible for the day-to-day coordination and delivery of our core services and projects. You will lead a high performing team of Activities and Volunteers Coordinators to provide vital support to children and families, recruit and train volunteers and monitor and evaluate the difference we make. 

The Ideal Candidate
You will be passionate about ensuring inclusion for all children and young people with additional needs and disabilities in mainstream activities. You’ll be able to draw on a range of skills to lead and motivate your team to deliver against ambitious targets and provide high quality support. You’ll be a strong communicator who is able to quickly identify challenges and lead others to implement plans to overcome them. You’ll have an eye for detail and be able to turn complex operational data into meaningful reports. 

Key Accountabilities
Leadership & Management of People
· Provide line-management and regular supervision to a team of Activities and Volunteers Coordinators (and other appropriate staff) and identifying and progressing learning & Development needs.
· Provide case supervision, problem solving and debriefing.
· Overseeing the AVCs additional projects in line with Me2 Club’s strategic objectives. 
· Coach and mentor staff to support their development and achieve their potential in line with the annual appraisal process.
· Support AVC’s health and wellbeing through existing processes and policies (e.g. WRAP, Return to Work Meetings, supervision/reviews).
· Manage staffing and resource levels to ensure good cover for the core service activities needing to be delivered.
· Take a lead role in the recruitment and selection of staff and their induction.
· Manage and approve annual leave, sick leave and training requests. Ensure Breathe records are up to date.
· Escalate any staff issues with the Trustee Board

Service Delivery
· Recruit, train and provide on-going support to groups of volunteers to meet the needs of the children we support.
· Hold a caseload of children, building strong relationships with them and their families.
· Identify high quality matches between children and volunteers, overseeing the matching process across the core service including caseloads of the AVC Team.
· Where appropriate, carry out risk or support needs assessment to ensure children and volunteers are safe and supported at their activity.
· To advocate for the needs of children and families and work in a person-centred way that is empowering to beneficiaries. 
· Provide ongoing support, advice and guidance to volunteers as well as activity providers. 
· To be trained to Safeguarding Children Level 2 and be available to staff and volunteers to support and advise in reducing risk and taking safeguarding action.
· To undertake, record, and review as appropriate, all necessary Health and Safety assessments/profiles with regard to children/young people and their activities.

Service Coordination
· Responsible for the collection of business monitoring and evaluation data from core services and projects and supporting team to record and assess impact.
· Responsible for quality customer service for new enquiries into the service.
· Review new referrals to assess the appropriateness. Liaise with CSSO with follow-up actions. 
· Manage waiting list/communication with families.
· Oversee allocation of new cases to AVCs.
· Assess future demand for new volunteers, ensuring an adequate number of volunteers coming through to the service.
· Monitor spend and contribute to budget planning.
· Build positive and impactful relationships with local partners and organisations. 
· Ensuring services are delivered safely and responding promptly to any safeguarding related concerns in line with Me2 Club’s procedures. 
· Promote and represent Me2 Club across Reading and Wokingham to increase awareness of Me2 Club’s service and to increase the number of children we support.

Organisational Development
· Be part of the Senior Management Team, work with the Chief Executive Officer and Senior Fundraising Development Officer in regards to strategic development and objectives.
· To work with the Senior Fundraising Development Officer to share emerging themes of need from beneficiaries and influence funding applications.
· Lead on or support organisational development projects. 
· Oversee Monitoring & Evaluation Development – collect, analyze, communicate results and recommendations to improve service delivery and impact.
· Contribute and attend regular Strategic Coordination Group meetings.
· Authoring and contributing towards internal and external reports including operational updates.

Other
· Support the Trustees in their governance of Me2 Club, ensuring all relevant information is provided to enable the fulfilment of their responsibilities.
· On occasion to deputise for Fundraising Manager and represent the Board internally and externally.
· Adhere to Me2 Club’s policies, procedures, government legislation, and good practice.
· Represent Me2 Club, promoting our vision and mission to all audiences, internal and external.
· Provide inspirational leadership to support and facilitate staff in their development and the achievement of our meet strategic objectives, coaching and mentoring where appropriate, with full oversight of the staff appraisal process.
· Lead the development of an inclusive culture ensuring the charity continues to be regarded as a good place to work and to volunteer.
· Promoting and maintaining diversity and equality of opportunity in all of Me2 Club’s work and practices.
· To undertake any other duties commensurate with the general level of responsibility for the role.
· Knowledge and awareness of good safeguarding practice.
· Highly organised and able to manage multiple priorities.
· Support the development of infrastructure, systems, policies and procedures across the organisation to ensure good practice is followed.
· Provide insightful data analysis to show financial performance, risk assessment, service delivery and implications for future growth.

Person Specification
All criteria are essential unless otherwise stated. 

Experience/Training:
· Experience of leading and managing teams to meet agreed targets
· Experience of working with children with additional needs including social, emotional and behavioural difficulties and epilepsy
· Experience of managing and supporting volunteers

Abilities, Skills and Knowledge:
· Good understanding of the needs of children with additional needs and disabilities including Autistic Spectrum Disorder
· Strong communication skills including oral and written for a range of internal and external audiences
· Knowledge and awareness of good safeguarding practice
· Highly organised and able to manage multiple priorities
· Able to effectively influence and negotiate on behalf of children and their families 
· Ability to manage own workload and that of others
· Ability to motivate, enthuse and inspire others, including direct reports and volunteers
· Adaptable to change and able to lead others through periods of uncertainty

Personal Qualities:
· A commitment to Me2 Club’s vision and mission, ensuring Inclusion for All
· A commitment to safeguarding children and adults at risk
· Takes responsibility for own learning and development
· Creative approach to problem solving
· Resilient and able to maintain energy, focus and positivity

Criminal Record Check:
Enhanced DBS

Travel Required: 
Frequent travel across Reading and Wokingham with some travel outside of these areas. This post is an essential car user and therefore you must have access to a vehicle. 
Terms and Conditions of Employment:
Salary: £26,771 - £32,632 (SCP 18 – 26)
Hours of work: 37 hours, Monday – Friday including frequent evening and weekend working
On-call: TBC
Office Location: Remote Working, office base in Berkshire
Contract type: Fixed Term 
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