[image: image1.jpg]\“\"’l
\ ,',

Treetops

Hospice




JOB DESCRIPTION 
Post title:


Volunteer Support Administrator
Responsible to:

HR Manager 

Responsible for:
Responsible for supporting volunteer opportunities and activities by working closely with the VSC to ensure volunteer vacancies are filled in a timely manner, that induction and other training required is completed, in conjunction with line managers, that volunteers are supported in their role and recognised for the gift of their time and that associated administrative processes are adhered to and are GDPR compliant.
Salary
£10.06 per hour
Hours of Work:

16 hours per week 
Location:


Treetops Hospice, Derby Road, Risley DE72 3SS
Volunteer Services objectives
1. To enhance all areas of the organisation’s performance through the responsible use of volunteer staff.
2. To ensure that the overall number of volunteer staff is commensurate with the needs of the organisation.
3. To ensure that volunteer staff are managed in an equal and fair manner that reflects the management of paid staff.
4. To ensure that all volunteer staff are trained and supported to carry out their role in a manner that meets the needs of the organisation and that gives the volunteer satisfaction.
5. To establish and maintain good working links with voluntary and statutory bodies, relevant to Treetops Hospice ’s work in the locality.
Overall purpose of the role

To be part of the Volunteer Services team providing services to customers of the department with particular responsibility for ensuring that current volunteers receive effective communications, recognition and are supported in their roles.
1. Main Tasks 
· Assist recruitment and induction processes, including placing adverts, obtaining references and the accurate maintenance of records.
· Ensure that communication with volunteers is timely and effective.

· Assist with the on the ongoing maintenance and development of the computerised Volunteer database. 
· Assist with planning, co-ordinating and recording volunteer induction and training.
· Follow the coaching and guidance of the Volunteer Support Co-ordinator and deputise in their absence.
· Assist with volunteer issues as required and refer on as appropriate.

· Ensure that the ORR policy is communicated and complied with by all volunteer drivers.
· Attend support meetings as requested. 
· Assist in the preparation of Management information. 
· Correspond with volunteers at significant times and events: Christmas, goodbye letters, key birthdays, 1 year thank you letters, marriage, ill health (and bereavement letters, in the absence of the VSC)
· Prepare and co-ordinate long service awards, 

· Plan and organise long service awards.
· Plan and communicate the reception rota and cover reception as and when required.
· Cover reception as required.
· Log and check reception volunteer expenses claims. 

· Assist with the organisation and delivery of events: Socials, Volunteer Week the AGM 

· Ensure accurate Volunteer records and associated documentation are always GDPR compliant.

· Communicate the value of our volunteers’ contribution and the importance of inclusion and recognition.

2. Other Tasks

Departmental
· Contribute to organisational effectiveness through positive team-working.

· Ensure your work evidences good practice in working with volunteers at all times.
· Participate in the annual appraisal process and to be responsible for identifying your own training and professional development needs through this process.
· Ensure that the HR Manager is informed of all relevant departmental issues utilising regular review meetings and the appraisal system.
· Provide holiday and sickness cover as required.
· Assist with any HR activities or administration as reasonably required.
· Organisational

· Ensure that a positive image of Treetops Hospice is projected at all times.
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