	Job Title:
	Volunteer Recruitment Officer

	Location:
	Countywide and home working  

	Salary:
	Grade 4a £21,921 (pro rata)

	Hours:
	22 hours per week

	[bookmark: _GoBack]Overview:
	Role purpose: 

Reporting to the Training and Development Manager, the post holder will be responsible for the recruitment of volunteers for Citizens Advice County Durham.
The post holder will be required to coordinate and implement a recruitment plan to attract new volunteers and take a lead on planning and organising recruitment campaigns. This is a central and key role, responsible for providing continued support to the volunteer community through recruitment, selection and placement to develop and maintain the high standard of the advice service



	
	Planning and development

· Develop the service’s volunteering strategy and annual work plan. 
· Keep up to date with policies and procedures relevant to Citizens Advice service work. 
· Develop links and partnerships with relevant statutory and non-statutory agencies. 
· Further Citizens Advice aims, policies and principles in all planning and development work. 

Volunteer recruitment and selection

· Develop a range of volunteer roles to meet service needs. 
· Promote volunteer opportunities, using different channels to target identified groups. 
· Plan and deliver recruitment activities that ensure a fit between service needs and volunteer expectations. 
· Design a range of marketing materials in accessible formats to promote CACD and its volunteering programme.
· Disseminate marketing materials to a wide range of audiences.
· Attend events, such as volunteer fairs and community events, to promote CACD’s volunteering programme.
· Organise recruitment events to promote CACD’s volunteering programme.
· Promote CACD’s volunteering opportunities via social media and through CACD’s website.
· Utilise local and regional networks to promote CACD’s volunteering opportunities.
Administration

· Provide written and / or oral reports on progress for the line manager. 
· Provide statistical information on recruitment and provide regular reports to CACD management. 

Research and campaigns

· Promote the importance of research and campaigns work. 

Other duties and responsibilities

· Ensure that work reflects the aims and principles of the Citizens Advice service and its equality and diversity strategy. 
· Promote the work and use of the service. 
· Carry out any other tasks that may be within the scope of the post to ensure the effective provision of the advice service. 
· Abide by health and safety guidelines and share responsibility for own safety and that of colleagues. 
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Volunteer Recruitment Officer
Job Description and Person Specification


Hardship Helpline Generalist Telephone Adviser 
Job Description and Person Specification


	Person Specification:

	· Ability to recruit, develop and motivate volunteers


	· Ability to manage volunteering issues and a commitment to the value of volunteering.


	· Ability to plan, deliver and evaluate a recruitment campaign.


	· Recent and ongoing experience of multi-agency networking


	· Excellent interpersonal and communication skills including the ability to deliver presentations and build relationships with staff at all levels.

	· Ability to use influencing skills to promote the service and foster good relationships with external organisations, which will develop links with relevant statutory and non-statutory agencies relevant to the role.

	· IT proficiency including competent use of Google and Microsoft Office.


	· Ability to commit to and work within the values, aims, principles and policies of the Citizens Advice service in which equality and diversity is embedded throughout.

	· A willingness and ability to travel countywide.


	· Ability to identify and share best practice.


	· Ability to give and receive feedback objectively and sensitively and a willingness to challenge constructively.


	· A good, up to date understanding of equality, diversity and discrimination and its application to this work.
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