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	Regional Volunteer Manager

	Job Description

	


Introduction
Welcome and thank-you for your interest in this role. This pack includes further information about this position and context, to help you decide if this is the role for you.
About Action on Hearing Loss
Communication is a basic human need.  Yet most of us know someone who struggles to communicate through hearing loss.  It can cause substantial harm to friendships, family relationships, confidence, employability, mental health and life chances.

Action on Hearing Loss (formerly the RNID) is the UK’s largest charity for the 11 million people in the UK who confront deafness, tinnitus and hearing loss every day.  Established in 1911, we help people to take control of their lives and live the life they choose, removing the barriers standing in their way.   We give people support and care, develop technology and treatments, and campaign for equality.  
Action on Hearing Loss is growing rapidly on the back of a new brand, a new and highly ambitious long-term strategy, Taking Action, and a long term investment plan in fundraising.  Last year we helped more people with hearing loss than ever before.  Our annual report and website show how we’ve changed the world for the people we help – see our website for more information.
About the role 
Action on Hearing Loss Northern Ireland represents around 300,000 deaf people, people with hearing loss and people with tinnitus in Northern Ireland.  

We provide a huge range of support services across Northern Ireland including hearing aid

support, befriending, employment advice, training in deaf awareness, communication support such as interpreters, information, equipment and support for people with tinnitus. 

We also run Ireland’s only specialist care home for deaf people with additional needs, which has a community outreach service to enable people to live independently. 

We work with organisations to help them become accessible to deaf customers, staff and service users. We raise funds through a range of community events and by working in partnership.

As well as all of this, we are a tireless advocate for change, working to raise awareness of hearing loss and its impacts, and campaigning for an inclusive and equal society. Our office at Harvester House, 4 – 8 Adelaide Street, Belfast, BT2 8GA houses the NI Head Office but we have staff based in other locations across Northern Ireland.
Our volunteers bring skills, experience, energy, enthusiasm and commitment to Action on Hearing Loss.  They help us in a wide variety of ways: they provide support and assistance to people who are deaf and hard of hearing, help fit and maintain equipment, train other volunteers, and take part in campaigns, fundraising and outreach events. 

You’ll work directly with various departments within the NI Directorate and assist us to recruit the right volunteers as well as providing training, support, advice and encouragement. 
Friendly, approachable and with excellent organisation skills, you’ll be able to bring a knowledge of best practice in volunteer policies and procedures as well as experience of working directly with volunteers.

More information about our work can be found on our web-site www.actiononhearingloss.org.uk 

How to apply
If you think you have the skills and experience and would love the challenge of this job I’d like to hear from you.  To apply for the role please submit an application form to jobs@hearingloss.org.uk by the closing date of Friday 3rd March 2017.  

If, having read the information pack you would like any further information in relation to the post or to have an informal discussion about this opportunity either by telephone at 028 9023 9619 or by email cilla.mullan@hearingloss.org.uk 
I look forward to receiving your application.

Yours sincerely

Cilla Mullan
Head of Services
Job description:  
Job title: Regional Volunteer Manager- Job Share- Maternity Cover (Fixed term, until 21st December 2017)




Salary: £24,009  (Pro-rata for 17.5 hours)
Band: Purple
Responsible to: Head of Services
Direct Reports: 

Directorate: Northern Ireland

Department: 
Services
Location: Belfast

Date: 8th February 2017
Overall Purpose of the Role:
To promote and support volunteering opportunities in Northern Ireland and to recruit volunteers in liaison with staff within Action on Hearing Loss NI Ireland. To work as a part of the volunteer team to train volunteers ensuring that they are fully equipped to carry out their role.
Key accountabilities / deliverables:
	1.  Recruit volunteers to support Hear to Help, Befriending, Outreach Information, Fundraising and other Action on Hearing Loss programmes.

a. Publicise volunteering opportunities in the Region.

b. Establish contacts within key organisations in order to recruit volunteers

c. Devise recruitment and induction cycles in liaison with staff who work with volunteers.

d. Conduct volunteer induction training in conjunction with local staff providing specific task training.

e. Liaise with Hear to Help, Befriending, Outreach, Fundraising and other Action on Hearing Loss services to ensure that approaches are co-ordinated.

f. Interview volunteers and process new starter documentation, references and Access NI disclosures for volunteer candidates.

g. Supply regional information for the Action on Hearing Loss database of volunteers.

2.  Support volunteers or staff. To manage the volunteer team and staff to ensure they are developed, trained and motivated to provide the highest quality of outreach and information services.

a. Maintain contact with volunteers and the staff working with them.

b. Support and train volunteers working on national Action on Hearing Loss programmes, e.g. community fundraising and campaigns.

c. Liaise with staff to organise and attend regular area volunteer meetings. 

d. Act as a point of contact in the Region for volunteers on general or specific volunteering issues.

 e. Provide regular accurate progress reports to Managers on targets and project  expenditure in line with funding requirements to enable project review

         f. Monitoring of budgets to ensure project is delivered within the allocated                budget.

3. Monitor and evaluate the volunteer programme:

a. Devise and maintain evaluation and other monitoring systems in liaison with the staff who work with volunteers.

b. Provide statistics and other evaluation data as required.

4.  Strategic Role

c. Promote volunteering with Action on Hearing Loss among services in the Region.

d. Promote Action on Hearing Loss training in volunteer management, and related, topics to staff.

e. Promote Action on Hearing Loss/Open College Network Accredited training to volunteers and staff. 

f. Attend Regional Coordination Team meetings across Northern Ireland.

g. Participate in England and UK-wide Outreach and Hear to Help peer groups

h. Work with other Action on Healing Loss departments and attend internal meetings as appropriate to ensure effective teamwork and information sharing.

i. Support the development of Regional and Corporate volunteering strategies through attendance at working groups and peer groups and from time to time working with the Head of Volunteering in developing strategic initiatives to build Action on Hearing Loss volunteering in the UK

5. Maintain knowledge:

a. Develop and maintain knowledge of Action on Hearing Loss services and deafness-related issues. 

b. Develop and maintain knowledge of best practice in relation to volunteering and of Action on Hearing Loss volunteer procedures.

c. Commitment to and participation in training and other development opportunities that would allow you to progress within your current role, as well as allow you to progress within the organisation.
6. Internal:

a. Maintain contact with others who manage volunteers in Action on Hearing Loss throughout the UK to share best practice.

b. Maintain an up-to-date appointments calendar and submit weekly whereabouts. 

c. Carry out the duties and responsibilities of the post at all times in compliance with all of Action on Hearing Loss policies, especially Equal Opportunities and Health & Safety. 




Other Requirements:
Appointment is subject to an Enhanced AccessNI check. 
Person specification 
Qualities/knowledge

•
Excellent interpersonal and written communication skills
•
Able to work with a wide range of people and motivate people
•
Ability to manage a varied workload and prioritise effectively in order to meet deadlines and achieve targets
•
Self-motivated and able to work on own initiative
•
Excellent team player, willing to be flexible to support colleagues
•
Organisational skills and ability to maintain accurate records
•
Basic sign language skills or a willingness to learn
•
Ability to assimilate and explain basic technical information

•
Able to maintain confidentiality
•
Ability to travel throughout the region and occasionally outside region
•
Willingness to work occasional evenings and weekends (includes overnight stays) in order to fulfil the requirements of the role
•
Commitment to Action on Hearing Loss Equal Opportunities policy

Experience/KNOWLEDGE
•
Minimum of A-Level Education or equivalent (E)

•
Knowledge of good practice in relation to working with volunteers (E)
•
Knowledge and understanding of the needs of deaf and hard of hearing people (E)
•
Experience of working with volunteers (E)
•
Experience of managing staff and volunteers (E)
•
Experience of recruiting and selecting staff or volunteers within an equal opportunities framework (E)

•
Experience of giving presentations or delivering training (E)

•
Experience of monitoring budgets and financial systems (E)

•
IT skills including familiarity with Microsoft Office (E)

(E = Essential / D = Desirable)
Values and behaviours
We have 3 core values at Action on Hearing Loss, which reflect what we are like at our best and what we aim to be more like, more of the time.  They guide how we act, behave towards others and go about our day to day work.  Team members should be able to demonstrate these values:
People
· We treat people with warmth, dignity and respect. 

· We show kindness, care and understanding. 

· We treat people how we would like to be treated.

Passion
· We work with enthusiasm and energy. 

· We strive for high standards and always try to do our best. 

· We innovate, take risks and try new things.

Partnership
· We listen carefully to others and try hard to understand. 

· We share insights, ideas and resources. 

· We act with integrity, building trust.

TERMS AND CONDITIONS
Listed below are some of the key benefits of working with us 

POST:                   
Regional Volunteer Manager- Job Share- Maternity Cover
CONTRACT TYPE:  
Fixed Term (until 21st December 2017)
SALARY:                  
The salary for this post is £24,009 per annum pro rata in salary Band Purple 
PROBATIONARY PERIOD:



Confirmation of appointment is subject to the successful completion of a 6-month probationary period.
HOURS:                     17.5 hours per week but from time to time it may be necessary to work additional hours to complete your duties.  

HOLIDAYS:               The annual leave year is from 1 April to 31 March.  The entitlement for a full time post is 25 days plus statutory/bank holidays per year.
SICKNESS:                A comprehensive sick pay scheme is provided by Action on Hearing Loss

PENSION:            
In line with Government legislation (Pensions Act 2008), you will be automatically enrolled into the Action on Hearing Loss Group Personal Pension Plan (GPP) if you meet relevant qualifying criteria. If you are auto enrolled, you will contribute 1% and Action on Hearing Loss will contribute 2%.  Further information on automatic enrolment can be found on www.gov.uk.

All Action on Hearing Loss staff who do not belong to Defined Contribution Pension Scheme which was closed to new entrants from 31 May 2012, will be entitled to automatic Life Assurance of £50,000. 

EQUAL OPPORTUNITIES:  


We have an Equal Opportunities and Diversity Policy and all   employees are expected to develop an understanding of and commitment to equal opportunities.
This post is exempt from the terms of the Rehabilitation of Offenders Act (Exemption Order 1975) and you are therefore required to disclose all criminal convictions and cautions including those, which are 'spent'.

This post is also subject to a Disclosure and Barring Service clearance (formerly Criminal Records Bureau clearance) Access NI / Disclosure Scotland clearance. All successful candidates must satisfactorily clear a criminal records and ISA Vulnerable Adults Barred List check. Action on Hearing Loss complies with the DBS Code of Practice. If you would like a copy of this please contact us.

If you do need to disclose any criminal convictions or cautions please place declaration, sealed in an envelope marked ‘HR Advisor, Private & Confidential, Addressee Only', and attach to Application Form.
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