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The East Anglia Anchorage Trust
Volunteer Coordinator Application Form

Please read the Role Description and the Person Specification before completing this form.

Personal details

	Title:

First name(s):

Surname:

Address (for correspondence):

Postcode

Tel: 
Mobile:

Email:


Interest and motivation
1. Please explain why you would like to apply for the position of Volunteer Coordinator with The East Anglia Anchorage Trust.
	


Employment history

2. Please list below, details of employment history including your current position and employer. (You may wish to attach a separate CV to the application form).

	


Relevant expertise

3. Please provide any further information, including qualifications held or other expertise which you feel may be relevant to this application.

	


References

4. Please supply us with the names and contact details of two referees that we may contact.

	Name:

Address:

Postcode:

Tel: (daytime)
Email:


	Name:

Address:

Postcode:

Tel: (daytime)

Email:


DECLARATION


I declare that the information I have given in support of my application is, to the best of my knowledge and belief, true and complete.  I understand that if it is subsequently discovered that any statement is false or misleading, or that I have withheld relevant information my application may be disqualified or, if I have already been appointed that appointment may be revoked.


Signed________________________
Date____________

Thank you for completing this application form and for your interest in working with The East Anglia Anchorage Trust.
This form should be marked ‘Confidential’ and returned to Nicola Taylor, HR Manager, The East Anglia Anchorage Trust, Studio 3, 133 King Street, Great Yarmouth, Norfolk. NR30 2PQ
Please note that all data will be held in the strictest confidence and in compliance with the Data Protection Act of 1998 and will only be used for the purpose of selection of employees. Details will not be passed to any third parties.
The East Anglia Anchorage Trust
VOLUNTEER COORDINATOR ROLE DESCRIPTION

Location:
Great Yarmouth

Salary:
8.50 per hour
Hours:

Part Time Post – 16 Hours, flexible to include weekends


Fixed Term for 12 months, probationary period applies
The East Anglia Anchorage Trust provides safe, affordable housing to those who are in need and between the ages of 18 and 30.

The Trust is committed to developing individual plans which will encourage and empower every person we support to pursue the right career or learning opportunities, thus allowing them to achieve long-term success and realise their full potential.
We are looking for a Volunteer Coordinator who will invest time and passion into sourcing volunteers to work with our young adults.

The successful applicant will be able to:

· Recruit, screen, interview and check references of all volunteers. Together with the Operations Manager, assess suitability of potential volunteers for front-line service 
· Recruit internal and external volunteers for specific assignments, such as fund-raising
· Implement and evaluate volunteer basic training program 
· Implement and evaluate post-basic trainings & other volunteer educational activities, including educational activities jointly organized with other agencies 
· Conduct educational needs and assessments with individual volunteers and through specific sessions 
· Manage volunteer education budget 

· Identify, source and secure suitable learning opportunities for volunteers, including apprenticeships

· Plan volunteer appreciation events 
· Manage volunteer appreciation budget
· Develop new, innovative ways to show appreciation to volunteers 

· Develop working relationships with external organisations

· Utilise their skills, knowledge and expertise to benefit the people we support

· Collect statistics re: volunteer recruitment, attrition, appreciation

· To effectively and professionally represent The Trust at external forums and events

· Attend volunteer coordinators’ network meetings
· Be a positive ambassador for The Trust at all times

· Be a positive influence on the young adults we support

· Undertake any other tasks and duties as may be reasonably required within the general scope of the role
· To encourage and ensure a quality culture of continuous personal development 

· To adhere to The Trust’s Safeguarding, Health & Safety and Equality & Diversity Policies and Procedures
Record Keeping

· To create, maintain and develop individual volunteer support plans
· To maintain the necessary project documentation and be able to produce status reports
· To adhere to The Trust’s Data Protection and Confidentiality Policies and Procedures
· To assess and manage risk in line with The Trust’s Risk Management Policy and Procedures
· To report any operational concerns to Senior Management

· To be proficient in Microsoft Office, Sharepoint and Social Media

· To be willing and able to gain new skills in recording systems 

· To participate in induction, training and personal development activities.

Person Specification
ESSENTIAL 

Commitment 

1. Ability to understand and accept the duties and liabilities of being a Volunteer Coordinator. 

2. Empathy with the vision, mission and aims of The East Anglia Anchorage Trust. 

3. A willingness and ability to devote the necessary time and effort, working outside of normal hours if required 

Focus 

4. Ability to think and apply knowledge strategically. 

5. Ability to think creatively. 

6. Ability to keep mission-focused. 

7. Ability to analyse and evaluate management information and other evidence. 

8. Willingness to listen and learn.
Communication and team working 

9. Ability to communicate clearly and sensitively and to take an active part in discussions. 

10. Ability to influence and engage. 

11. Ability to work effectively in a group. 

12. Willing to express their own opinion in a reasoned way, while also listening to the views of others. 

13. Ability to challenge constructively and ask questions appropriately. 

Accountability 

14. Ability to exercise sound and independent judgement. 

15. Willingness to make and stand by collective decisions, including those which may be unpopular. 

16. Ability to manage difficult and/or challenging situations. 

17. Ability to maintain confidentiality on confidential and/or sensitive information. 

Skills, experience and qualifications
ESSENTIAL

· A clean driving licence and own vehicle access
· To be in possession of GCSE Mathematic and English at Level C or above

· Good working knowledge of the current volunteer sector
· Experience of working with young adults

· An ability and a passion for engaging with and inspiring young adults, either singularly or in groups

· Effective communication skills

· An understanding of the problems faced by young adults in today’s society

· A willingness to comply with company policy and procedures

· An ability to follow and implement organisational commands and directives

· An ability to change and adapt alongside operational needs

· An ability to work autonomously or as part of a team

DESIRABLE 

· An understanding and knowledge of the current Benefit Claiming system
· Experience of working with young adults who are NEET

Rehabilitation of Offenders Act 1974
This post is exempt from the provisions of The Rehabilitation of Offenders Act 1974, thus an Enhanced Disclosure and Barring Certificate will be required prior to appointment.

Any offer of employment is subject to a satisfactory DBS being returned.

Full Name:







Signed:

Date:
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ANCHORAGETRUST

securing brighter futures



