
FREELANCE HELP-LINE VOLUNTEER COORDINATOR 

ROLE DESCRIPTION

HOURS REQUIRED 
One day per week for 6 months (worked flexibly, to include evening meetings and occasional time at weekends)
PAYMENT: 

£120 per day 
RESPONSIBLE TO:
Director  
RESPONSIBLE FOR:
Help-line volunteers

Overview
Brighton & Hove LGBT Switchboard aims to build capacity so that we can reach the most vulnerable and socially excluded LGBT people, supporting them with their mental health and general wellbeing needs. We also aim to provide enhanced opportunities for LGBT people to gain skills and work experience through volunteering. This is achieved via a volunteer-run telephone help-line that provides information, listening, support and signposting to callers. 
Key Tasks  

Coordinate and develop the team of volunteers who run the helpline, from attracting and recruiting new volunteers through induction, training and support, and project development, working with the Director to ensure effective use of volunteers and to meet targets for helpline cover and calls taken.
Key tasks and Responsibilities

1. To manage, support and maintain a volunteer team to deliver LGBT Switchboard’s help-line service
2. To encourage the recruitment of volunteers from under represented groups such as BME people, trans people, under 25’s, over 50’s  and socially excluded groups 

3. To ensure that selected volunteers are provided with the induction, training and support necessary to enable them to provide high quality services to people using LGBT Switchboard’s help-line. This includes overseeing, developing and delivering training.

4. To develop initiatives that contribute to volunteer morale, retention and team building such as organising volunteer events and identifying methods of acknowledging outstanding contributions and long-term service of volunteers. 

5. Liaise with relevant external professionals with an interest in volunteering – including the volunteer centre - to ensure best practise in volunteering and share learning, resources and good practice with partner organisations.

6. To provide statistical information and contribute to the development and use of LGBT Switchboard’s monitoring and evaluation methods and systems.
7. To monitor, review and update volunteer policies and procedures, in line with changes in legislation and best practice in volunteering and volunteering coordination.  

8. Implement methods for involving volunteers in the planning of the organisation.
9. Carry out administrative duties in connection with the post including contributing to fundraising activities and applications to sustain this role and attend supervision and staff and Management Committe meetings as required.
10. Contribute to the overall achievement of LGBT Switchboard’s mission, aims,  objectives and strategic business plan

11. Contribute to the provision of a supportive working environment for all staff and volunteers 
12. Undertake any other duties that are relevant and appropriate to the role of volunteer coordinator. 
PERSON SPECIFICATION

The successful applicant must be able to demonstrate empathy for our service users and be committed to the promotion of a supportive working environment.

The successful candidate will be subject to an enhanced DBS check

	KNOWLEDGE AND QUALIFICATIONS

	

	1
	A relevant qualification (e.g. Level 4 NVQ in Management of Volunteers).
	D

	2
	A thorough knowledge of LGBT communities and the issues that affect them.
	E

	3
	A thorough knowledge of legislation and good practice in the co-ordination of volunteers.
	E  

	EXPERIENCE


	

	1
	A minimum of 1 year experience of co-ordinating volunteers or equivalent
	E

	2
	Experience of working with vulnerable adults.
	E

	3
	Experience of developing and delivering training programmes for volunteers to support their development.
	E

	4
	Experience of promoting the profile of volunteers and celebrating their achievements.
	E

	SKILLS AND ABILITIES


	

	1
	Ability to work on one’s own initiative, prioritise own work and to plan or organise work of others and effectively to meet deadlines.
	E

	2
	Excellent verbal, written communication, presentation and facilitation skills.
	E

	3
	The ability to develop and use monitoring and evaluation systems and methods and produce concise reports and documents.
	E

	4
	Good IT skills including word processing, spreadsheets, internet systems and social media. 
	E

	5
	Ability to work effectively independently and within a team.
	E

	6
	Good interpersonal and networking skills.
	E

	7
	Excellent organisational skills.
	E

	8
	Ability to develop new initiatives and respond to the changing needs of the organisation and its volunteers.
	E

	
	GENERAL QUALITIES 


	E

	1
	An awareness of and sensitivity to the needs of volunteers and service users.
	

	2
	A proven willingness to work within line management structures, attend supervision  and training and to work within LGBT Switchboard’s policies and procedures. 
	E


Please send in:

· Your CV

· A summary (no longer than 2 pages) detailing why you think you are suitable for the role and how you meet the criteria

· Names with email/address and phone numbers of two referees

Return your completed application to: mandy.gibson@switchboard.org.uk
Please remember the deadline is 27th September

