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	Position:
	Young Volunteer Coordinator

	Hours:

	37.5hrs per week
Evening  & Weekend work required

	Salary:
	£23,698-£25,440

	Responsible to:
	Thrive Programme Manager 

	Responsible for:
	Volunteers, Placement Students

	CORE FUNCTION:

	To co-ordinate and provide inclusive volunteering, training opportunities and access to accredited awards within PEEK’s THRIVE Programme for young people aged 14-25 to broaden horizons, empower young people to take the lead and support them to reach positive destinations.  


	DUTIES:

	Coordination and Delivery- 55%

	Support vulnerable young people to volunteer within local communities across Glasgow 

· Recruit and train young volunteers aged 14-25yrs

· Co-ordinate volunteer timetables and communicate this to volunteers and Team PEEK ensuring transport and all other details are organised and clearly communicated 

· Provide on-site tailored support to enable young people to volunteer at play and create sessions 

· Facilitate and implement youth consultation plans to ensure young people’s views are heard at all decision making levels 

· Regularly communicate with young volunteers via social media platforms
· Organise and lead on social events and outings including residential stays for young volunteers 

· Support Thrive Celebration and Awards Evening delivery
Support young people to set goals, create pathways and identify additional opportunities for young volunteers personal and professional development 

· Conduct informal check ins and formal Support and Supervisions with young volunteers on a monthly basis in line with the young volunteers’ Personal Development Plan

· Plan and deliver 1-2-1 and group activities suitable to the age, physical, emotional and social ability of all the young people participating 

· Support young volunteers to achieve accredited awards including Youth Achievement Award, Dynamic Youth Awards 

· Liaise with staff and partner organisations including schools to create support plans as appropriate for young volunteers
· Develop positive relationships with young people and their families, signposting them to external support and opportunities as and when they arise or are needed.
Ensure safety procedures are followed conforming to the organisations policies including Child Protection, Health & Safety, and other relevant policies

· Complete any appropriate reports e.g. accident / incident forms

· Complete all quarterly Risk Assessment including risk benefit for all creative learning activities, events, trips

· Supervise children/young people  at all times promoting positive behaviour  
Work with the Thrive Programme Manager and Finance and Marketing Manager to produce marketing material including volunteer recruitment flyers, etc. as required.


	Monitoring & Evaluation – 20%

	Maintain an effective monitoring and evaluation system for the programme that evidences the projects outputs, outcomes and targets and report on progress, in writing and verbally, on a regular basis. 

· Keep accurate records including session registers and parental contact/consent forms
· Monitor young volunteer recruitment and awards targets and evaluate progress responding to the changing environment and needs of the young people
· Keep accurate records including volunteer hours, volunteers contact forms, training diaries, progress records and award registration forms
· Input daily statistics into a database 

· Produce quarterly operational and evaluation reports including constructing case studies for internal and external use such as PEEK board of directors and funders

· Conduct questionnaires with children/young people/ parents/guardians/community members via social media, survey monkey, interviews and audio or similar creative means


	Operational Planning - 10%

	Maintain, contribute to and deliver the operational workplan and project workplan(s) for the Programme, reviewing it on a quarterly basis reporting on achievements of targets and outcomes to the Thrive Programme Manager.


	Representation & Partnership Working - 10%

	Maintain partnerships ensuring positive relationships with all concerned
Contribute to ensuring PEEK and its programmes are publicised positively and pro-actively through a range of media including local and national press, social media and other relevant forms of publicity


	Finance & Fundraising - 5%

	 Work within the  Project/Programme Budgets:

· Order and source materials and equipment as necessary 
· Make small grants applications up to £5k. 
· Support and champion PEEKs fundraising campaigns i.e. annual fundraising events programme 
· Support young volunteers to organise fundraising activities 



	Other

	· Participate in appraisal and supervision, attend internal team meetings, including those of the Board and its Sub Groups as requested and attend any training identified as relevant.

· Ensure that confidentiality is maintained at all times working within the policies of the organisation.

· The Young Volunteer Coordinator is expected to maintain an up to date knowledge of all relevant standards, legislation, policies and good practice. They will be expected to undertake such appropriate training as is necessary to facilitate this.

· Carry out any duties as may be reasonably requested by the Thrive Programme Manager/CEO 

The job description is a broad picture of the post at the date of preparation. It is not an exhaustive list of all possible duties and it is recognised that jobs change and evolve over time due to the nature of the communities PEEK serve.


Person Specification

Young Volunteer Coordinator 
Essential

· A genuine interest and passion in working with young people and supporting their development through volunteering and training 
· Knowledge and understanding of the issues and pressures affecting young people today 
· A self-motivated team player, capable of working to deadlines with patience and good humour.
· Experience of planning and facilitating training sessions and workshops with young people on a 1-2-1 and group basis 

· Experience of delivering accredited awards i.e.- Youth Achievement Awards and Dynamic Youth Awards
· Excellent organisational skills and ability to work flexibly with a busy and changing organisation

· Able to embrace and champion a youth led approach 

· Able to use social networking e.g. Facebook, Twitter etc. as a means of contacting young people and sharing achievements 
· Experience of demonstrating impact through a range of monitoring and evaluation methods

· An understanding of and commitment to equal opportunities and diversity

· Awareness of Child Protection guidelines and relevant legislation

· Evening and weekend work required  

Highly Desirable

· Volunteer management experience

· Experience of working with young people with additional support needs

· Experience of working with partner organisations 

· Confident computer skills proficient with MS office applications

· Be in possession of a relevant qualification certificate, diploma or degree

· Be in possession of a clean UK driving licence and access to your own vehicle

Desirable and/or Helpful

Knowledge and experience of working in deprived communities
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