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Job Description

	Job Title
	Volunteer Development & Training Officer

	Grade
	Scale 5

	Responsible to
	Chief Officer

	Role Purpose
	i) To recruit and supervise the team of Healthwatch Manchester volunteers

ii)  To ensure that all volunteers are appropriately trained to fulfil their roles. 
iii) To maintain the volunteering structure and function for Healthwatch Manchester.


	Key Accountabilities
	Main Duties & Responsibilities

	1. Planning and development
	i) Assist in the formulation and delivery of Healthwatch Manchester's annual plan and also the volunteer training and development plans and maintain an organisational training calendar.
ii) Identify own training and development needs.

iii) Respond to the introduction of new legislation, policy and initiatives and formulate appropriate training needs analysis.

iv) To keep accurate and comprehensive records in order to regularly monitor and evaluate the effectiveness and impact of recruitment programmes and  the training provision to volunteers

	2. Volunteer Management
	i) To directly line-manage Healthwatch Manchester volunteers
ii)To ensure volunteers are retained through motivation and appreciation identifying the exchange process of volunteering 
iii) To attend any meetings of the board as required.

iv) To ensure strong lines of and methods of communication between Healthwatch Manchester and its volunteers
v)To deploy volunteers within the organisation and support and monitor their activity within the annual work plan working alongside the Healthwatch Manchester staff team.

	3. Recruitment 
	i) To develop and implement an annual volunteer recruitment strategy and participate in and manage the recruitment of new volunteers.

ii) To carry out assessments of potential volunteers against Healthwatch Manchester requirements.

iii) To monitor Healthwatch Manchester trends in recruitment and attrition of volunteers and provide statistical information as required by the Chief Officer

	4. Training activity, advice and support


	i) Maintain records of volunteer activity and training attended and undertake assessments to support their development.

ii) Liaise with the Chief Officer and external training providers and negotiate the provision of appropriate training.

iii) Research, design and deliver training programmes, sessions and materials to meet identified training needs.

iv) Provide one-to-one coaching and group sessions on Healthwatch issues for volunteers, as required.

	5. Contribute to volunteering policy of Healthwatch Manchester
	i) Review the priorities of and make proposals for volunteering initiatives.

ii) Regularly evaluate volunteering within Healthwatch Manchester.

iii) Develop and maintain effective systems for managing volunteers and for recording and monitoring volunteer activity.

	6. Personnel Development
	i) Attend regular support and supervision meetings and annual appraisal as required.

ii) Keep up to date with policies and procedures and undertake appropriate training.

	7. Reporting
	i) Provide written and/or oral reports on progress for the Chief Officer as required.

ii) Report on volunteering issues at staff meetings.

iii) Contribute to Healthwatch Manchester's annual report and other reports which have involved volunteer activity.

	8. Equal Opportunities


	i. To ensure that Healthwatch Manchester equality practices are central to the volunteer development and volunteer training objectives of the organisation.

ii. To continuously review in conjunction with the Chief Officer the volunteering needs of the Manchester Communities and to advise on new volunteering developments to meet those needs.

iii) To have due regard for all the Equality Policies, Diversity Policies and Dignity at Work Policies at all times in the planning and execution of duties.

	9. Health & Safety
	i) To abide by the health and safety policy & guidelines and share responsibility for own safety and that of colleagues.

ii) To immediately notify the Chief Officer of all issues that may detrimentally affect the health and safety of staff, volunteers, clients and visitors to Healthwatch Manchester.

	10. Other Duties
	i) In addition to the tasks and duties above, to undertake such other duties as may be identified and which are generally compatible with the functions of the post.
ii) To read and abide by the policies and protocols in the Staff Handbook


Person Specification

	A
	Training
	

	1
	Able and willing to organise training sessions including in-house and external
	E

	2
	Experience of design and delivery of training materials.
	D

	3
	Evidence of experience in supporting/guiding individuals or groups of people to develop their skills.
	D

	4
	Experience of planning and delivering training programmes.
	D

	B
	Volunteering
	

	5
	Understanding and overview of the volunteering requirements of Healthwatch Manchester.
	E

	6
	Understanding of the importance of voluntary work to Healthwatch Manchester.
	D

	7
	Understanding of current volunteering issues and their potential impact on Healthwatch Manchester.
	D

	C
	General
	

	8
	Experience of performance managing volunteers against pre set targets and providing appropriate supervision and support.
	E

	9
	A willingness to make online and distance volunteering an integral part of voluntary work at Healthwatch Manchester  
	E

	10
	Ability to coordinate volunteer activity across a range of projects and activities
	E

	11
	Ability to use IT in the preparation of training materials and reports.
	E

	12
	Experience of writing reports and good oral communication skills.
	D

	13
	A willingness and understanding of the need for a flexible approach to work.
	E

	14
	Ability and willingness to work both as part of a team and on own initiative within given guidelines.
	E

	15
	An understanding of volunteering legislation and how this impacts on volunteer management and service delivery.
	D

	16
	Ability to work constructively with other agencies.
	D
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