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Northmoor Community Association (NCA) JOB DESCRIPTION

Job Title:	Community Development & Volunteer Coordinator
Responsible to:	NCA Management Committee / Centre Manager
Responsible for:	NCA Project Management and Volunteers
Term:	Permanent (Subject to Funding)
Pay:	£13,417.50p (ie: Grade 4/ SCP 10/ £26,835.00 annual – pro rata) 
(Subject to annual pay review)

Hours of Work:	17.5 hours (within office hours Monday to Friday with occasional out of hours work)

Place of Work:	Primarily Northmoor Community Centre. Northmoor Hub as required.

Main Contacts:
NCA Staff, board members, volunteers, Centre users, partner agencies such as Manchester City Council, Housing Associations and health care; referrer agencies such as Universities, Colleges, Library and other local organisations; funders; local service providers; room hirers; local residents who attend the Centre and Hub.

Main Purpose of the Role:

This role is divided between Community Development and Volunteer support. 

To be a first point of contact for people visiting/ using the Centre.

To support and monitor the current services and projects of NCA.

Look to develop new services/ projects and lead on funding applications.

Be aware of local provision and services that would benefit the local community, actively signposting and referring residents onto these services.

To co-ordinate and be responsible for the overall management of volunteers in the Centre and Hub.

To recruit a variety of new volunteers to fulfill the needs of NCA and its projects.

Market and promote NCA services and projects, including the various volunteer roles.

To adhere to targets and deadlines set by NCA Management Committee and/ or Centre Manager

Duties and Responsibilities

1. Community Development

1.1 Maintain, support and develop current NCA projects and services

1.2 Carry out tasks to identify the needs of the local community, including annual surveys and feedback

1.3 Set up new community groups/ activities based on the needs of the area securing funding if required

1.4 Work in partnership with other organisations and local community groups to develop new projects and services in the area

1.5 Maintain and develop a database of local statutory, voluntary and community services that would benefit the community

1.6 Signpost and refer residents to other local provision and services

1.7 Build strong relationships with local residents and partner organisations to promote and maintain existing NCA services

1.8 Attend relevant community/ networking events to promote the work of NCA

1.9 Create and maintain marketing materials for NCA including:
Update the website, manage social media and mailing list
Produce monthly what’s on leaflet and update window poster displays

2. Volunteer Coordinator

2.1 Recruit and match volunteers with suitable opportunities to fulfill the needs of NCA and its projects 

2.2 Deliver induction and relevant training and offer ongoing support/ co-ordination

2.3 Develop and maintain links with local community groups and other organisations and businesses in order to recruit volunteers

2.4 Maintain a database of volunteers, use the data to develop reports for the management committee and funders

2.5 Promote volunteer opportunities online and at local events

2.6 Offer training opportunities for the personal development of volunteers

2.7 Develop a professional, yet personable relationship with volunteers and monitor and support them throughout their time to ensure they are developing and achieving their goals

2.8 Create opportunities to celebrate volunteers including organising an annual celebration event

2.9 Encourage volunteer involvement in project meetings as part of their personal development

2.10 Encourage volunteer feedback and taking relevant action

2.11 Deliver the volunteer programme to the high standards set out in the achieved ‘Investing in Volunteers’ quality standard

2.12 Ensure all volunteer documents and relevant policies and procedures are up-to-date and in line with legislation and ensure that all volunteers undergo appropriate checks, including DBS check where needed

3. Administration, Finance & Planning

3.1 Assist in the day-to-day running of the Centre in line with policies and procedures

3.2 To gather and store data in order to develop reports and monitoring, maintaining strict GDPR measures

3.3 Support/ lead on the submission of small grant project applications to funders and subsequent evaluation and monitoring to ensure the NCA complies with grant conditions and deadlines

3.4 Assist in the preparation of the annual report and contribute to the operational plan as developed from the business plan 

3.5 Be proactive in the generation of income, income diversity and fundraising

3.6 Support the flow of information and effective communication with Centre Manager, relevant staff, volunteers and committee members i.e.: project updates, monitoring and reporting.

4. Other Duties

4.1 To carry out any other duties commensurate with the responsibilities of the post as may be reasonably requested by the NCA Management Committee and Centre Manager.

4.2 Attend board meetings every two months and update trustees with progress.

4.3 To carry out all of the above duties in a manner which actively supports and promotes the Association’s Aims and Policies and in particular to ensure that the principles of equal opportunities are implemented in all work undertaken on behalf of the Association.
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