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	Organisation Name

	Refuge4Pets

	Organisation Overview

	Refuge4Pets provides a specialist animal fostering service across Devon and Cornwall to victim-survivors of domestic abuse so that they can leave with their much-loved animals. 

We are also committed to research, policy development and education around the link between domestic abuse and animal abuse to increase the safety and wellbeing of all victim-survivors, both people and animals.


	Role Title
 
	Volunteer Co-ordinator

	Location of position

	Liskeard based.

Travel across Devon and Cornwall is a requirement of the post.


	Responsible to

	Chief Executive Officer

	Purpose/summary of role

	The post holder will be responsible for developing and delivering Refuge4Pets’ volunteer and community engagement strategy and plan. This includes the recruitment, induction, training, development and support of volunteers across the organisation. 

This role is subject to an enhanced Disclosure and Barring Service check (DBS).


	Description of tasks

	Work collaboratively across the charity to recruit volunteers with the necessary skills, experience and commitment to support our day-to-day operation, community engagement and fundraising activities. 

Communicate regularly with our volunteers to highlight upcoming community and fundraising events to make sure there is sufficient and appropriate representation in place.

To make sure that the charity has the right policies and procedures in place for the effective recruitment, induction, retention and management of volunteers.

Lead on and co-ordinate the induction and training of volunteers to make sure that volunteers have the skills, knowledge and support needed for their voluntary role.
Support volunteers to achieve their aspirations in terms of work experience, training or further volunteering.

Co-ordinate individual and/or group supervision for volunteers.

Manage a volunteer database in line with relevant data protection legislation and make sure that all volunteers undergo appropriate due diligence (including references and DBS checks) during the recruitment process.

Co-ordinate volunteer thank you initiatives, engagement activities and communications to make sure volunteers feel part of the charity. 

Create partnerships with new corporate and community partners to help increase volunteer numbers and maintain a steady flow of volunteers into the charity.

Develop effective working relationships with existing partners, helping to engage local teams in volunteering and fundraising opportunities.

To reach out to those communities who experience barriers to volunteering and develop supported pathways into volunteering roles.

To make sure that the service is accessible to everyone who needs it and that it is tailored to address any barriers.

Oversee work experience placements throughout the year, ensuring a positive experience and maximising the return on investment for the team.

Creating promotional, marketing and social media materials related to our volunteer programme.

Lead on the monitoring and evaluation of the volunteer programme to make sure that we understand and value the impact volunteers bring to the charity.

Develop tools for volunteers to capture their progress.

Develop and maintain volunteer policies and procedures and make sure they are embedded across the volunteer team.

Report on the volunteer function as part of the management information and against set Key Performance Indicators (KPIs) and targets. 


	Salary and Hours

	£26,120 (pro rata from a full-time salary based on 37 hours per week). 

22.5hrs per week (3 days) on a fixed term contract for one year initially subject to securing additional funding. 

Hours will be worked to meet the needs of the charity including evenings and weekends.


	Training and Support

	You will be required to attend a full induction as well as ongoing training and personal development.  

You will be required to attend regular team meetings and supervision.


	Reimbursement of expenses 

	Reasonable out of pocket expenses will be reimbursed: 
· Mileage costs 45p per mile 
· Public transport 
· Parking and bridge tolls

Full UK driving licence and own transport with appropriate business insurance is required. 


	Application Procedure

	
· Application
· Interview 



Person Specification 
	Knowledge - You will have:
	Essential
Knowledge of the domestic abuse sector and a good understanding of the dynamics and implications of domestic abuse for all victim-survivors – people and animals.

Knowledge and understanding of the principles of effective volunteer engagement in a charity or not-for-profit organisation.

A good understanding of safeguarding adults and children.

An understanding of relevant legislation including, health and safety, data protection and equality legislation. 

Desirable
Previous experience working in the domestic abuse sector. 


	Experience - You will have:
	Essential
Proven experience of recruiting and managing volunteers. 

Proven experience of providing staff supervision and continuing professional development.

Experience managing communications to support volunteer engagement.

Experience of community engagement within a charity or not-for-profit organisation. 

Experience using Microsoft 365 applications and social media. 

Desirable
Experience of using customer relationship management platforms.

Experienced and confident at public speaking. 

	Skills / Qualifications / Professional Membership - You will have:
	Essential
A commitment to challenging discrimination and increasing equity, inclusion and belonging.

Excellent people skills with an adaptable and flexible manner and approach.

The ability to support and motivate others.

The ability to work on own initiative and as an active team member.

The ability to work under pressure and in a fast-paced environment.

Excellent time management skills with strong prioritisation and organisational skills.

Brilliant communication, interpersonal and stakeholder engagement skills.

Good IT skills are essential. 

Desirable
A relevant qualification in domestic abuse, volunteer management or community work. 

Project and budget management skills.


	Personal Qualities - You will have:
	Essential
A can-do attitude.

A compassionate, non-judgmental and empathetic approach. 

Integrity and respect when working with all key stakeholders.
A commitment to Refuge4Pets’ mission, vision and values.
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