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Dear Candidate
Thank you for your interest in working for FareShare South West. 
We are part of a national network of FareShare Regional Centres fighting food poverty by tackling food waste. We save perfectly good surplus food destined for waste and redistribute it to frontline Charities and community groups who transform it into nutritious meals for vulnerable people. We rely on the energy and dedication of our volunteers and provide meaningful work experiences and training, combatting social isolation and providing routes back into employment.  
The organisations we supply food to – from youth clubs for disadvantaged children, to homeless hostels, community cafes and domestic violence refuges – are places that provide life changing support, as well as breakfast, lunch and/or dinner.
If you decide to apply I would invite you to look at our website, and send your CV with a covering letter, drawing attention to how you meet the Person Specification.
Application by CV and covering letter must be received by Wednesday 21st October and sent to recruitment@faresharesouthwest.org.uk
Interviews will be held in central Bristol week beginning 26th October.
If you have any questions about this position, please do not hesitate to contact me. I look forward to receiving your application.

Julian Mines

CEO, FareShare South West
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Job description 

Job title:

Volunteer Recruitment Coordinator
Reporting to:

Operations Manager
Salary:

Up to £22,000

Hours:

Full-time. 37.5 hrs a week – 1 year contract
Responsible for:
Volunteers
Purpose of the post:

The Volunteer Programme at FareShare South West (FSSW) is an essential part of our operational model and delivers against our charitable purpose. The purpose of this role is to:

· Utilize and develop existing processes to manage volunteer enquiries through to successful on-boarding and retaining a volunteer workforce that meets the changing operational needs of the organization, while supporting the volunteers with their training and development needs.

· To identify needs within the workforce and to proactively engage in targeted recruitment in multi-media formats and with attending volunteer recruitment events throughout the Bristol area.

· Working with the Volunteer Manager, ensure recruitment outcomes that increase the diversity of the workforce and the hard to reach are achieved.
· Ensure compliance with GDPR regulations, National policies and internal FareShare South West procedures.

Duties & Responsibilities:

General Recruitment:

· Advertising and promoting volunteer opportunities via multi-media platforms such as Do-it, Voscur, Community and local news and our website.
· Supported by the Volunteer Manager and the Operations team, to Interview and assess prospective volunteers for suitability and availability.
· Supported by the Volunteer Manager, to liaise and network with professionals in other services/charities who seek to refer their clients to FSSW.
· Promote our volunteer offer amongst local charities and partner organisations where volunteering is encouraged amongst their clients, including our own CFMs.
· Ensuring references and other relevant personal information are checked and recorded in-line with GDPR regulations.
· Support the Operations team by scheduling inductions with Warehouse Supervisors. 
· Liaise with the Fundraising and Communications Manager and external businesses to support corporate volunteer days at Fareshare South West.
· Assist with outreach programs targeted at identified “hard-to-reach” demographics in order to increase our diversity, social impact and community engagement.
Workforce planning and targeted recruitment 

· Working with the Operations Team, monitor and analyse levels of volunteering against the need for optimum workforce levels for shifts/days, evenings, specific roles (e.g. Drivers), and seasonal demands.
· Identifying volunteer gaps in the rota and adjusting recruitment targets/activity.
· With the Operations Team, identify tasks/roles/needs that would inform future recruitment activity. 
· Providing support to the Operations Team regarding managing volunteer issues, with additional support from the Volunteer Manager where needed.
· Assisting in meetings with volunteers regarding concerns they or we may have.
Retention:

· Maintenance and development of Volunteer “Journey”.
· Providing low level advice and guidance to volunteers and their support staff to ensure they feel supported and best able to contribute to our mission.
· Working with the Operations Team in creating volunteer roles and providing necessary training to provide support to the Operations Team.
· Generate ideas for improving volunteer retention.
· Manage/monitor Volunteer exits, securing feedback to inform practice.
Administration, policies, procedures, and risk management:

· Supporting the Operations Team with the development and maintenance of volunteer-related policies, procedures and risk assessments.
· Ensure individual risk assessments and care plans are in place and up-to-date for all referrals.
· Supported by the Volunteer Manager, to ensure health and well-being of existing volunteers are supported by robust inclusion/exclusion criteria for new volunteers.
· Maintenance of volunteer information and confidentiality.
Other:

· General office duties, including acting as first contact at the warehouse via email, phone and face-to-face enquiries
· Overseeing Petty Cash management in relation to Volunteer expenses.
· Assisting the Fundraising and Communications Manager with the expansion of our Corporate Volunteer Program.

· Assisting the Communications Manager with good news stories from Volunteers.

HR and Health & Safety:
· To work with the Operations Team and Volunteer Manager to ensure health & safety and food safety within the area of work is maintained in accordance with existing Policies and Procedures

Person Specification

	
	Essential
	Desired

	Qualifications 
	
	

	Experience/

Knowledge
	· Experience of recruitment, either volunteers and/or employees
· Experience of implementing policies and procedures.
· Knowledge or awareness of volunteering
· Administration experience, including database and record keeping.
	· Experience of supporting the professional development of others. 

· Managing and supporting volunteers and/or teams.
· Experience of safe recruitment practices.
· Understanding of the key issues that would ensure retention of volunteers.
· A working knowledge of the voluntary sector

· Experience of carrying out voluntary work.

	Skills & Abilities


	· The ability to attract and retain volunteers.

· Ability to establish and develop positive relationships with volunteers as well as a range of external partnerships. 

· Excellent communication, presentation and interpersonal skills with the ability to promote the charity to a wide range of audiences. 

· Excellent organisational and time management skills with the ability to prioritise work, handle conflicting demands and meet tight deadlines.  

· Good level of competence in use of IT including Microsoft Office packages. 

· Able to use basic databases and keep clear and concise records.
	· Ability to inspire and motivate volunteers across the organisation.
· Ability to analyse workforce requirements, anticipating seasonal demands and gaps to cover shifts or essential roles.

· Ability to notice support needs amongst applicants.
· An understanding of what drives volunteers.



	Personal Qualities


	· Excellent attention to detail.

· Strong communication skills.

· Approachable.

· Strong customer focus.

· Self-motivated.

· Integrity and sensitivity to disability/vulnerability issues.

· A naturally collaborative team player who is open to ideas.   

· Enthusiasm, imagination, innovation, energy and drive with the ability to inspire confidence both internally and externally.    

· High personal integrity and commitment to the charitable aims of the organisation
	

	Other 


	· Flexible approach to working hours.
· Some evening/weekend work may be required.
	· Full driving licence with regular access to a car (business-use insurance required) 
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