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JOB DESCRIPTION
Job Title:
Volunteer Co-ordinator
JOB NUMBER:
VCO20
REPORTING TO: 
Living Landscape Programme Manager
RESPONSIBLE FOR: 
Community Wildlife Rangers, Volunteers
SALARY:
£25,291 per annum (4 or 5 days/week dependant on the right candidate)

+ 9% employee pension contribution entitlement

OVERALL PURPOSE

To develop and lead the Trust’s community support and volunteer offer across a broad range of activities, including practical conservation, ecological data collection, ranger tasks, office tasks, advocacy, communications, outdoor learning and family engagement.
To champion and promote volunteering across the organisation and externally, seeking out new volunteer opportunities and reaching out to new audiences as well as existing volunteers and community groups.
MAIN RESPONSIBILITIES
· Develop and lead the Trust’s volunteer offer, supporting and co-ordinating volunteer managers across the Trust to ensure that our volunteers have a positive and enjoyable experience.
· Line manage and support the Community Wildlife Rangers to provide a volunteer offer of practical conservation and engagement activities that supports the biodiversity aims on our Nature Reserves.
· Work with the More Data for Nature team, supporting their volunteer offer in relation to ecological monitoring on our Nature Reserves and partner sites.

· Establish and manage a Volunteer Ranger Service across our Nature reserves and partnership sites.

· Work with the Trust’s Advocacy, Engagement and Membership teams, to develop and lead the Trust’s community support offer, responding to group and individual requests to set up new projects and activities eg friends of groups, campaigns, species projects.
· Lead, develop and champion the Trust’s volunteer management policies and procedures, ensuring the Trust is compliant with relevant legislation, best practice and our own policies & procedures.

· Working with the Senior Admin Support Officer, ensure all volunteer enquiries are responded to, providing excellent customer service.  Oversee the processing of volunteer and community group information and data, including relevant health and emergency contact details, to ensure data capture and data protection.
· Working across all teams, identify and develop new volunteering opportunities to support the Trust’s activity.  Promote the Trust’s volunteering offer, actively engaging with diverse and hard-to-reach audiences to remove barriers to participation.

· Working across teams, with community groups and partners, develop volunteer projects and opportunities and seek additional funding with the Trust’s Fundraising Officer.

· Provide volunteer managers with structured induction and training in how to work with volunteers, including challenging volunteers.

· Support volunteers and community groups to develop a broader relationship with the Trust, including promoting membership.
· Manage the budget for volunteer expenses, adhering to the Trust’s financial procedures.
GENERAL DUTIES
· Work to and promote the Trust’s charitable objectives, strategy, policies and procedures, including the Trust’s culture statement.
· Undertake any other duties as required by the CEO that are commensurate with the skills and responsibilities of this post.
· Where appropriate, promote membership of the Trust.
· Present a professional image of the Trust at all times.
ABOUT SHEFFIELD AND ROTHERHAM WILDLIFE TRUST

Sheffield and Rotherham Wildlife Trust is one of 46 Wildlife Trusts working to make the United Kingdom a better place for people and wildlife.  We are supported by nearly 6,000 members and hundreds of local volunteers.

We are part of the local community, working to protect and enhance the environment of Sheffield and Rotherham for the benefit of people and wildlife. The Trust manages 15 Nature Reserves including Greno Woods, Wyming Brook, Blacka Moor, Sunnybank and Centenary Riverside and recent projects include the delivery of natural flood risk management schemes on the Rother and recording the return of the otter along the River Don.  The Trust delivers a great programme of activities throughout the year to inspire people of all ages to learn about nature and enjoy being outdoors.  We also take action for wildlife and green spaces under threat, including campaigning to save an ancient woodland and local wildlife site, Smithy Wood, from being turned into a motorway service station.  For more information about our work please visit www.wildsheffield.com or phone 0114 263 4335 or email: mail@wildsheffield.com
With more than 800,000 members, the Wildlife Trusts are the largest UK voluntary organisation dedicated to conserving the full range of the UK's habitats and species. Collectively we manage over 2,300 nature reserves covering more than 90,000 hectares.

THE ROLE
The Trust has gone through a period of growth over a number years and now wishes to improve and grow our volunteer offer and our support to local community groups.  We are receiving a growing number of requests from groups, individuals and the general public seeking support in their volunteer activities, projects and campaigns.
This is a new post and will manage the two existing Community Wildlife Rangers.  The post-holder will manage a small budget of less than £10,000 but this has the potential to grow if additional funds for project delivery are secured.  The range of activities will be diverse, responding to a busy operational environment.  The role will involve both providing support to the Community Wildlife Rangers, to volunteers and community groups as well as internal co-ordination and volunteer policy & procedure development across the Trust. There will be a good degree of autonomy.

We are seeking a highly-motivated and enthusiastic individual, with several years’ experience as a ranger, or in supporting community groups and/or leading a volunteering programme in practical conservation and other activities.  The post-holder will have a degree or equivalent vocational qualification in ecology, land management, conservation or similar. 
Due to the nature of our work we are especially keen to hear from people who have experience of supporting volunteers and community groups in both an urban and rural setting and working with diverse communities.
DETAILS OF EMPLOYMENT
Salary:
£25,291 per annum full time (can be pro rata 4 days/week for the right candidate) (PO2)
Pension:
All staff who earn over £192 per week (£833 per month) are over 22 and under pensionable age, are automatically enrolled on the SRWT pension scheme following a 3 month postponement period.  SRWT will contribute 3% and the employee 5%.

After 6 month’s service the employee will be entitled to a 9%    employer contribution which need not be matched.

Anyone who does not meet eligibility criteria will have the                          opportunity to join the scheme should they wish, although they will not qualify for SRWT contributions.

Working Hours:
The working week for this post is 30 or 37.5 hrs (to be agreed with successful applicant), exclusive of lunch breaks.  The post is likely to involve some evening and weekend work for which time off in lieu can be taken.  Flexi-time is available for most posts.
Location:
As well as home-working, the post will be based 4days/week at the Trust’s HQ at Victoria Hall, Stafford Road, Sheffield S2 2SF. It is expected that the post holder will visit other SRWT premises and project sites and will work throughout Sheffield and Rotherham.
Probationary Period:
All new employees are required to undertake a period of probation for 6 months, in which they will be expected to establish their suitability for the post.
Annual Leave:
20 days holiday, plus 3 days to be taken between Christmas and New Year, plus bank holidays. Staff will also receive a holiday bonus of 1 day per year for the first five years of full time service up to a maximum of 25 days per year.  
Length of Contract:
Permanent, subject to funding.
Transport provision:
Trust staff are required to use public transport wherever practical.  (Please read SRWT environmental policy for further guidance).  However the post holder will have use of a pool of Trust vehicles when needed or can use their own vehicle or bike subject to the necessary checks.

Equal Opportunities:
Sheffield and Rotherham Wildlife Trust is striving to be an equal opportunities employer and selection of applicants is based on merit.  Full policy document available on request.
DBS required: 
None.
PERSON SPECIFICATION
EXPERIENCE
Essential:

· 1- 2 years relevant experience in practical conservation eg as a Ranger or from managing nature reserves, green spaces, parks etc.
· 1-2 years relevant practical experience managing volunteers and working with community groups
· Experience of developing, promoting and managing volunteer programmes, in particular for new audience and hard-to-reach group.

· Experience of supporting and developing new and existing community groups in relation to practical land management and species conservation.
· Experience of managing health & safety and safeguarding

· Experience of line management
· Experience of securing additional project funds and growing and managing a budget
Desirable 

· Experience of working with volunteers and communities in both an urban and rural setting.
KNOWLEDGE/QUALIFICATIONS

Essential:

· Degree/equivalent vocational qualification in ecology, land management, conservation or related discipline, 
· Excellent knowledge of how to engage, manage & develop volunteers, including engaging with under-represented and hard-to-reach groups.

· Excellent knowledge of health and safety and safeguarding god practice.
· Full driving license

· First Aid certificate

Desirable

· Relevant postgraduate qualification or membership of a professional body.
· Vocational qualification or equivalent in managing volunteers &/or community development

· Sound knowledge of Sheffield and/or Rotherham

SKILLS
Essential:

· Excellent written communication skills, able to produce accurate, clear written work, to set out new systems and procedures
· Good, confident IT skills - Word, Google e-mail and excel spreadsheets as a minimum

· Excellent communication and people skills, able to enthuse and inspire a wide range of people to actively volunteer and get involved.

· Ability to organise and prioritise your own workload effectively and that of others.

· Ability to build partnerships and inspire confidence and gain support among partners, across internal teams, community groups and individuals.

· Excellent group management and leadership skills, especially in an outdoor setting
PERSONAL QUALITIES
Essential:

· Highly motivated and enthusiastic with an ability to enthuse and motivate others.
· Can use own initiative as well as work as part of a team

· Adaptable, pragmatic, able to recognise a problem and find a solution

· Calm, tactful, diplomatic and courteous, but firm in ensuring that people work to policies and procedures

· Opportunistic and entrepreneurial whilst working to agreed plans & outcomes
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