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	JOB DESCRIPTION
	Project & Volunteer Coordinator

	Ref:
	P&VC Jan 22

	
	


	Job Title:
	Project & Volunteer Coordinator 

	Accountable to:
	Support Service Manager

	Responsible for:
	Staff,
Wellbeing Buddies
Volunteers

Placement/students

	Location:
	Any WAAD venue as required.

	Summary of Post:
	· To assist the Manager in the coordination and delivery of the Wellbeing, Hope & Resilience project.
· Develop, resource and implement a suite of wellbeing programmes and activities in line with the HSCNI “Step Care Model” (Regional Mental Health Care Pathway) (You In Mind)
· Line management of Wellbeing staff

· Recruitment, processing and management of volunteers and placements.


This post is funded via the Mental Health Support fund, provided by Community Foundation NI & the Department of Health NI.
1. Key Responsibilities:
· Assist the Manager in the planning, development, delivery, monitoring and evaluation of the “Wellbeing, Hope & Resilience” project which will: 

i. Ensure the project is grounded in understanding the impact of domestic abuse and trauma informed wellbeing, mental and physical health support. 

ii. Support service users to improve their mental health by supporting them to engage more fully in society.
iii. Support service users to re-establish and or strengthen good family connections or core support

iv. Support service users to improve emotional wellbeing, physical and mental health by promoting active engagement in self-help skills and strategies. 

v. Support service users to access mental health and wellbeing services at the right time and place
vi. Support service users to partake in co-design and delivery of projects and programmes

· To plan, co-ordinate and supervise the day to day operational service of the departments to which you are assigned.
· Recruit enthusiastic and dedicated Wellbeing Buddy volunteers who will work with women to identify their own hopes and goals. These volunteers will motivate service users to engage in activities to increase resilience and maintain wellbeing. As well as supporting service users to develop confidence and increase self-esteem in a supportive environment. 
· Recruit, process and induct volunteers and placements for Women’s Aid Armagh Down. 

· To promote best practice and high standard of service delivery. 
· Ensure high level of risk identification and management and risk reduction in all areas of work

· Assist the Manager to continue the development of service user forums.

· Positively promote and raise the organisation’s visibility through partnership work with statutory /non-statutory bodies and the wider community where appropriate.
· To support the aims and principles of Women’s Aid in supporting and empowering women and children

2. Management of Staff: 

· To advise and liaise with the Manager in relation to staffing issues as appropriate.

· To provide proficient direct induction for all relevant staff. 
· To supervise, support and motivate staff as appropriate.
· To provide effective intervention as appropriate.
· To provide appropriate line management and supervision with staff in line with organisational practices or more regular if appropriate. 

· To manage and maintain records in relation to annual leave, sick leave, maternity leave, induction, recruitment and selection.
· To manage the projects activities in the absence of the Manager.

3. Management of Volunteers
· Be responsible for the project’s wellbeing volunteers, ensuring effective recruitment, induction, delivery, communication, training and support processes are implemented and maintained that are appropriate and responsive. Ensuring accurate record keeping in line with WAAD practices. 

· Ensure suitable line management and supervision is in place for Wellbeing Buddies. 

· Monitor and evaluate the impact of the Wellbeing Buddy element of the project. 
· Ensure the contribution of volunteers and impact of their support is recognised through reward and recognition activities. 

· Maintain clear an accurate management of budgets, expenditure and costs within your area of responsibility.

4. Administration/Reporting/Evaluation:  

· To keep accurate and up to date records. 

· Prepare accurate and up to date reports and ensure their timely submission. 
· To monitor and evaluate areas of work to ensure all activities /targets / outcomes /outputs are achieved. 
· Assist the Manager in the sourcing and preparation of relevant applications for funding. 
· To proactively assist with the implementation, monitoring, review and submission of all WAAD funder requirements. 

5. Assistance to Senior Staff:
· To assist and advise the Manager in all pertinent matters;

· To undertake duties on behalf of the Manager as and when required;

6. Other Duties: 

· To undertake such other duties, training and/or hours of work as may be reasonably required and which are consistent with the general level of responsibility of this job as detailed by the Chief Executive Officer. 

· Comply with The Health and Safety at Work Act and undertake any duties commensurate with the post and/or as detailed in the Health and Safety Policy

· Be flexible and responsive to WAAD and project needs by being available to work evenings and weekends where required. 

· To maintain confidentiality regarding service users, staff and volunteers. The work is of a confidential nature and information gained must not be communicated to other persons except in the recognised course of duty.  The post holder must meet the requirements of the General Data Protection Act at all times.

· Recycle and manage energy within your environment.
Notes: 

· Women’s Aid Armagh Down Ltd., reserves the right to alter the content of this Job Description, after consultation, to reflect changes to the job or services provided, without altering the general character or level of responsibility. 

· The duties described in this Job Description must be carried out in a manner which promotes equality of opportunity, dignity and due respect for all employees and service users and is consistent with Women’s Aid Armagh Down Ltd., Equal Opportunities Policy and Code of Conduct.
· This post is subject to satisfactory Access NI/ Enhanced Disclosure checks
· Please note a criminal record will not necessarily be a bar to obtaining a position in Women’s Aid Armagh Down. 
Hours / Term:

30 hours per week (Fixed Term to Apr 24, Subject to funding)
Salary: 


£18,330 + 4% Pension (£11.75/hr)
	Personal Specification
	Essential

For Shortlisting
	Evidenced
At Interview
	Desirable 

	Qualifications and Training
	
	

	1
	Relevant educational qualification in the area of Mental Health, Wellbeing, Health Promotion, Social Care or other relevant sector AND two years’ recent experience at a senior level in a relevant project.

OR

3rd level educational qualification AND three years’ recent experience at a senior level in a relevant project.
	(
	
	

	2
	Evidence of further professional development and training and how it has been applied. 
	
	
	(

	Experience

	1
	Experience of working at a senior level with line management responsibilities. 
	(
	
	

	2
	Experience in the successful recruitment and retention of volunteers within a project. 
	(
	
	

	3
	Experience of working within a budget with accurate record keeping
	
	
	(

	4
	Experience of producing and presenting reports 
	
	(
	

	5
	Experience of delivering training and presentations
	
	(
	

	6
	Experience of developing successful, effective partnerships and co-production of Wellbeing programs
	
	(
	

	7
	Experience of designing, developing and evaluation in relation to health and wellbeing or other relevant initiatives.  
	
	(
	

	8
	Experience of working with other agencies including networking, influencing and persuading. 
	
	(
	

	Knowledge, Skills and Abilities

	1
	Knowledge of volunteering, community and Wellbeing initiatives
	(
	
	

	2
	Ability to work with individuals enabling them to identify their own goals enhancing wellbeing and recovery and the ability to actively support them in pursuing these.
	(
	(
	

	3
	Ability to manage a varied workload at a high level of accuracy delivering to organisational timescales.
	
	(
	

	4
	High degree of literacy in IT applications including Microsoft package.
	(
	(
	

	5
	Understanding of safeguarding practices and ability to apply this in practice as appropriate. 
	(
	
	

	6
	Ability to motivate and inspire staff/volunteers and service users. 
	
	(
	

	Personal Attributes

	1
	Excellent personal organisation and self-motivation
	
	(
	

	2
	Active commitment to practices that enhance positive wellbeing
	
	(
	

	3
	Excellent communication, presentation and interpersonal skills
	(
	(
	

	4
	Ability to self-evaluate and reflect on work practice
	
	(
	

	5
	Ability to adapt to changing circumstances and new ideas
	
	(
	

	6
	Ability to work independently on your own initiative with integrity, sensitivity and respect. 
	
	(
	

	7
	This post may require frequent travel and therefore the post holder needs access to transport to carry out the duties of the post
	(
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