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The Great North Air Ambulance Service
Job Description
Job Title: Volunteer Co-ordinator
Main purpose of job: Responsible and accountable for co-ordinating all charity volunteers
Hours: Part-time, 22.5 hours per week. 
Salary: £26,500 to £29,500 
Relationships:
· Responsible to:					Exec Head of HR
· Responsible for:					Charity Volunteers
· Liaise with:						Charity Volunteers/employees,   
supporters, suppliers, general public
Introduction:

[bookmark: _Hlk192166025]The Great North Air Ambulance Service (GNAAS) is a fast paced, growing organisation which operates two helicopter air ambulances 365 days a year, across the North-East, North Yorkshire, Cumbria and the Isle of Man. 

GNAAS crews respond to more than 2000 call outs each year, using helicopters and cars to reach every corner of the region, from the Lakeland fells in the west to the urban centres on the east coast. 

We are funded by public donations and need to raise over £9.3m every year to maintain this life saving service in our region.

Why work for us? 
Our range of employee rewards and benefits include:
· A generous annual leave entitlement, starting at 23 days holiday in addition to bank holidays, increasing to 27 days with service
· Access to Bupa and Simply Health private healthcare schemes (after 6 Months' probation)
· Contractual sick pay (after 6 months' probation)
· Flexible working schemes
· Free onsite parking
· Access to a 24/7 counselling and advice service
· A modern working environment, including kitchen facilities and games room
· Supportive training and development programmes
· Staff social events
· Cycle to Work Scheme
· Eligibility for a Blue Light discount card

Main tasks of job:
1. Researching and developing GNAAS volunteer policies, procedures and standards.
2. Creating roles and role descriptions based on the needs of the organisation
3. Raising internal awareness of the role and the function of volunteers.
4. Promoting volunteering through recruitment and publicity strategies, campaigns and events.
5. Interviewing and recruiting volunteers and ensuring they are appropriately matched and trained for available volunteering opportunities.
6. Providing core inductions for new volunteers
7. Monitoring, supporting and motivating volunteers.
8. To develop and maintain a regular communication plan with the Volunteer population
9. Organise volunteer engagement activity including the annual volunteer celebration event (with help from the events team) and manage nominations for volunteer awards
10. Offering advice and information to volunteers through face-to-face, telephone and email contact.
11. Organising and attending regular meetings.
12. Managing resources, including the reimbursement of expenses.
13. Keeping up to date with legislation and policy related to volunteering and making any necessary modifications to accommodate changes.
14. Managing and maintaining databases and undertaking any other administrative duties.
15. Planning volunteer retention.
16. Ensure all staff responsible for liaising with volunteers are carrying out their volunteer tasks effectively and provide staff with support and training to be able to do this
17. To put in place a system that allows staff responsible for liaising with volunteers to feedback on the development and progression of the volunteer
18. Manage and develop (where necessary) the volunteer feedback system

The above is not an exhaustive list of duties and you will be expected to perform different tasks as necessitated by the organisation and the overall business objectives.


The Great North Air Ambulance Service
Person Specification

JOB TITLE:		Volunteer Co-ordinator
DEPARTMENT:	Public Liaison

	
	Essential
	Desirable

	Qualification/Education/
Training

	Minimum of 5 GCSE’s grade C and above including English and Maths
Current, clean driving license

	Volunteer management or Fundraising qualification


	Personal Characteristics/
Communication







	Able to work independently
Leadership and engagement skills
Excellent interpersonal skills ability to communicate with a broad range of people
Excellent team player
Flexible approach to working hours and location.
Confident public speaker
	

	Skills/Knowledge
	Computer literate and experience of using Microsoft Office particularly Word, PowerPoint and Excel
Experience of using CRM database
Knowledge of legal framework applicable to volunteer management
The ability to promote the charity face to face and using telephone and email
Strong organisation skills and proven ability to meet deadlines whilst maintaining an attention to detail.
	Understanding of customer/donor retention
Knowledge of legal framework applicable to charity fundraising

	Experience
	Public speaking
Developing and delivering presentations to a range of audiences
Proven experience of managing volunteers 
	Sales or fundraising experience
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