	
	
	


volunteer coordinator
VACANCY PACK
This pack contains all the information you need to apply, including:

Applicant letter

Details on how to apply plus closing date and interview date(s)

Useful Information

Details on our Diversity Policy statement, how we use CVs, expenses, shortlisting and pre-employment checks and UK Identification requirements

Job description

A breakdown of the vacancy, including the purpose of the job, requirements, duties and responsibilities

Person specification

A list of criteria that potential candidates should aim to meet

Application Form

Applicants are encouraged to complete electronically and return by e-mail
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Dear Applicant
Volunteer Coordinator  

Salary:  £23,500- £26,000 per annum + 7% pension (depending on experience)
Hours: 35 hours per week 
Location: Chesham, Buckinghamshire with flexibility for home working, dependent on the needs of the team.  

Thank you for your enquiry regarding our advertised vacancy for a Volunteer Coordinator.  An application form is enclosed, together with a job description and person specification.

If you require any further information about this position, please contact me.

Please complete the enclosed application form electronically, or in blue or black ink.  Please refer to the person specification when completing the form.  Your completed application form should clearly describe how you meet each of the criteria that have been identified as being necessary for this post as this will form the basis of shortlisting candidates.  Please enclose your CV, as it may be referred to for supplementary information; however, please ensure that all the questions asked on the application form are fully answered.

Completed forms should be returned by email to jobs@waterways.org.uk or by post to Jenny Morris, The Inland Waterways Association, Island House, Moor Road, Chesham, HP5 1WA. 

The closing date for receipt of completed application forms is 9am on Tuesday 31st August 2021.  

Interviews will be held on Tuesday 7th September.
As a charity, we try to keep our administrative costs to a minimum and therefore we shall only be able to advise unsuccessful candidates by e-mail. It is not our policy to discuss reasons for shortlisting individual applicants.  

We look forward to receiving your application in due course.

Jenny Morris
Restoration Hub Coordinator

jenny.morris@waterways.org.uk

01494 783 453 ext 611
USEFUL INFORMATION
Diversity Policy Statement

IWA aims to ensure that all staff, volunteers, partners, clients, contractors, members and the general public are treated fairly.  This will be regardless of sex, sexual orientation, gender re-assignment, marital or civil partnership status, race (including colour, nationality, ethnicity, or national origin), disability, medical status, age, religion or belief, political opinion, social or economic status, or ex-offender status - unless it can be shown to be justified
Use of Curriculum Vitae (CVs)

Our policy is to recruit and employ our employees on the basis of their suitability for the work to be done.  An application form allows us to compare individuals based on like for like information and as such we do not accept a CV unless accompanied by a fully completed application.

Shortlisting

IWA is an equal opportunities employer and we are committed to ensuring all applications are treated fairly. Applications are sought only from those eligible to work in the UK in the first instance.

All applications are subject to our shortlisting process where we only assess information provided against the Person Specification.  If you are shortlisted we will contact you and invite you to attend an interview.  You will also be advised at this point if there will be any skills test, presentations etc.

As a charity, we lack the resources to advise all candidates by post if their application is unsuccessful.  If you do not hear from us within four weeks of the closing date, we will have decided not to take your application any further. However, if you are able to supply us with an e-mail address, we will endeavour to advise you if you have not been shortlisted.  If this is the case, please do not be discouraged from re-applying as your skills and experience may be just what we need for our next vacancy.  We also have a number of volunteering opportunities across the organisation.

Expenses 
IWA will cover the cost of travel expenses for attending the interview up to maximum of £50. Receipts will be required to process expenses.  An expenses claim form will be supplied at the interview. 
Pre- employment Checks

All offers of employment are made subject to the following criteria:

· Proof of eligibility to work in the UK
· Proof of UK Residency
· Satisfactory Pre Employment Health Check
· Two references satisfactory to the Association.
JOB DESCRIPTION
Job title:  
Volunteers Coordinator    
Department: 
Volunteering and Fundraising Team 
Location of job:  
Chesham, Buckinghamshire with flexibility for home working, dependent on the needs of the team.  
Hours: 
35 hours a week

Post holder reports to:
Jenny Morris – Restoration Hub & Volunteers Coordinator
Overall purpose of the job
The Inland Waterways Association (IWA) campaigns to protect and restore the country’s 7,000 miles of inland waterways by influencing and consulting with key stakeholders at a national and local level, as well as delivering a wide range of activities from festivals to waterway maintenance and regeneration.
Volunteering is fundamental to the way IWA works. We now have an excellent opportunity for you to join our team and make a difference as a Volunteer Coordinator for IWA’s Waterway Recovery Group (WRG) . 

We are looking for an energetic, people person, with a ‘can-do attitude’ who works well in a team to help support the activities of our Waterway Recovery Group and the delivery of their Canal Camps programme as well as offering advice and help to the wider waterway restoration community through our Restoration Hub. 
Reporting to, and working alongside the Restoration Hub Coordinator, you will support our lead volunteers whilst they plan and coordinate our programme of canal restoration working holidays called Canal Camps. You will also support WRG volunteers on their volunteering journey with us – from initial enquiries to taking part in an activity to moving onto other opportunities – all whilst providing a friendly and efficient service. 

You will be highly organised, familiar with working with a range of IT platforms and more importantly be confident adapting to new ones. 
You will also be expected to ‘get your hands dirty’ and attend day volunteering events and working holidays in order to gain a greater understanding of the Association’s work.  

The role will involve travelling and some out of office hour’s work. 

Key Responsibilities
Main aim of role: 
To continue to build on the success of WRG’s volunteer activities focusing on running well-planned, safe projects, encouraging participation by new audiences of all ages and seeking to improve volunteer retention across the year.  
Support: 
· Manage WRG’s programme of Canal Camps – including recruiting volunteers, running training events and making sure our leadership teams feel valued and supported. 

· Manage our Legacy Leadership Programme to train and develop waterway leaders of the future.

· Support the work of the WRG Board in developing WRG’s programme of events each year and attending their meetings.  

· Support the work of our Technical Support Officer to ensure there is a consistent approach to the management of Health and Safety, and its associated paperwork.

· Support the Restoration Hub Coordinator in ensuring the smooth day-to-day running of the Restoration Hub– to include helping to run the Annual Conference and any workshops
· Work with the Restoration Hub Team to develop a new range of activities to appeal to different supporter groups – developing our family camp programme and developing further youth engagement activities.


Inspire:

· Working closely with the marketing team to recruit new volunteers and encourage participation in WRG events
· Create and produce a quarterly e-newsletter for our volunteers sharing good practice and information as well as managing our social media accounts. 

· Implement ways to incentivise and recognise our volunteers, including coordinating activities for Volunteers’ Week.

Practical

· Support WRG volunteers running Canal Camps by attending projects or helping organise training events such as our Leaders Training Day and Training Weekend.   
· Run family volunteering weekends.

Person specification
We are looking for an individual who is passionate about supporting volunteers and has the ability to provide confident and expert volunteer support across a wide geographic network.
Essential Qualities
The successful candidate must have: 

· Experience of supporting a network of volunteers delivering a wide range of activities. 
· Experience of delivering training and creating support resources.
· Understanding of health and safety requirements when organising events/ activities.

· Ability to develop strong, collaborative relationships with a wide range of stakeholders including volunteers, members, colleagues and other partner groups. 
· Excellent communication skills, time management and the ability to work both independently and as part of a team is key.

· Good knowledge of Microsoft Word, Excel, Outlook, Zoom and social media platforms such as Facebook, Twitter and Instagram.
· A self-starter, able to work on their own initiative

· A good team player with a positive and flexible attitude to work.

· Have a valid driving licence.
Practical Considerations

· The post holder will be asked to attend volunteering events, canal camps, meetings or conferences outside normal hours – time in lieu would be allocated in this instance. 
Desirable Attributes 

.  
· Experience of practical conservation, heritage restoration or construction 
· A good understanding on environmental considerations on constructions sites and experience of undertaking a variety of ecological surveys 
· Access to a car for occasional business use for which travelling expenses will be paid.
· Have a desire to work in the volunteering sector
· Have a current first aid certificate. 
	for IWA Use Only
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APPLICATION FOR EMPLOYMENT

STRICTLY CONFIDENTIAL

Please refer to vacancy details for return address

	Job Ref. No.
	JM/IWA

	Position applied for
	Volunteers Coordinator (WRG)

	Location
	IWA Head Office, Chesham, Buckinghamshire 

	How did you first learn of this vacancy?
	


Identification details

(BLOCK CAPITALS PLEASE)

	Surname
	
	Dr/Mr/Mrs/Miss/Ms/Other
	

	Forenames
	

	Address
	

	
	
	Postcode
	

	Email address
	


May we, with discretion, phone you during the daytime? Yes   FORMCHECKBOX 

 No   FORMCHECKBOX 

	Home tel no
	
	Daytime tel no
	


Learning and development History
Details of any relevant learning and development. Please include dates. 
(For example GCSEs/A-levels, degrees, short courses, first aid, computer skills, work based NVQs etc. Please note that these may be verified on appointment)
	


Employment history

Please give details of all jobs held, including part-time and unpaid work, starting with your current or most recent employer.  Continue on a separate sheet if necessary.

	Employer’s full name & address
	Job title/

Key achievements & areas of responsibility
	Length of time in job/

Reasons for leaving/

Final salary in role

	
	
	








Relevant skills/knowledge/experience

You should outline below how your skills/knowledge/experience meet the requirements of the Person Specification.  You may draw on past employment and/or out of work activities.    Continue on a separate sheet if necessary.

	


Why are you interested in applying for this post? 
Continue on a separate sheet if necessary.

	


this role will involve the coordination and management of many different volunteers and groups. GIVE AN EXAMPLE OF WHEN YOU HAVE TAKEN RESPONSIBILITY IN MANAGING AN ACTIVITY OR PROJECT WITH VOLUNTEERS THROUGH TO COMPLETION.

Continue on a separate sheet if necessary.

	


Length of notice 
Time required for any existing employment obligations
	


Declaration

The information on this form will be used for recruitment and selection purposes only and if your application is successful it will form part of your employment record.  All unsuccessful applications will be destroyed twelve months after the closing date. 

Are you eligible to work in the UK?                          Yes    (                        No     (
If it is discovered that you have given any information, which you know to be false, or withhold any relevant information your application may be rejected or any subsequent employment terminated.

I confirm that the information contained in this application form is correct.  

Signature



Date
……………………………………….

www.waterways.org.uk









