Job Description: Volunteer Manager
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AURORA PROJECT





Job Title:


Volunteer Manager 
Location:


Lambeth/ Wandsworth – Cross Borough 
Responsible to:

CEO/ Board
Hours:



37.5
Salary:



up to £30k dependant on experience 
Who We Are:

Aurora Project is a registered charity based in Lambeth and Wandsworth.  It offers a Peer Mentoring service to individuals in treatment for substance use within the boroughs.  The project was founded by a group of individuals who have been through treatment for substance and alcohol use. The organisation works collaboratively with the Lambeth and Wandsworth Substance Misuse Treatment Consortiums. 
1.
Job Summary

The Volunteer Manager role for the AP project will support and develop the innovative peer support programme across Lambeth & Wandsworth,  governed by and for service users in Lambeth and Wandsworth.  Some key areas of work include:

· Canvassing, recruiting, interviewing, supporting and delivering training for volunteers.

· Developing and maintain Volunteer Management procedures at Aurora Project Lambeth. 

· The day to day delivery of the Peer Mentoring and Group Work service.

· Working with the Lambeth & Wandsworth Treatment Consortiums to promote the best interests of the service.

· Reporting to CEO and AP executive committee/Board.

2.
Job Functions/Responsibilities 

Volunteer Management Duties:

· Working with the CEO and AP board to canvass, recruit, & interview volunteers.

· Advertise volunteering opportunities through a variety of channels.
· Coordinate and administer volunteer DBS checks and follow up volunteer references.
· Ensure all volunteers receive appropriate training and induction

· Asses the training needs of volunteers and coordinate and deliver training where appropriate.

· Identify and commission/procure/employ external trainers where needed/appropriate.
· Manage effective systems to retain and administer volunteer information.
· Work closely with volunteers to ensure the correct policy and procedures are followed.

· Support and advise volunteers to develop good practice and too ensure all volunteers work within correct frameworks.

· Support clients engaged with a peer mentor with any issues (within reason) that they may be experiencing during their engagement with Aurora Project.
· Match appropriately referred client to volunteers following best practice and project guidelines. 

· To develop and maintain the volunteers understandings of the organisations work.

· To ensure all volunteer placements are appropriately risk assessed and in the line with both local and national safety regulations.

· Organise and facilitate groups where volunteers can share feedback on their experiences.

· Create Personal Development Plans for volunteers.

· Create links with local ETE establishments to create further education and employment opportunities for Volunteers. 

· Support Volunteers with the transition into further education and employment. 

· Manage the Volunteer Involvement Budget.

· Maintain the Aurora Project Volunteer Database. 

· Create and implement Volunteer Reward and Recognition procedures in line with project policies.
· Ensure that Aurora Project is following national best practice guidelines in volunteer management. 

· Manage and coordinate the Aurora Project client referral system. 

Partnerships Duties:
· Embed working relationships with the Lambeth/Wandsworth Drug & Alcohol Treatment Consortium and local organisations. 

· Work with the Lambeth/Wandsworth Drug & Alcohol Treatment Consortiums to set up an information service, whilst maintaining confidentiality of clients and volunteers.

· Build relationships with local volunteer brokerage services.

· Report outcomes of the Peer Mentoring and Group Work programme to commissioners, funders and the board of trustees. 

General Duties:
· Ensure that the project is following national safeguarding policies and procedures.
· Work alongside the projects administrative staff

· Follow all Aurora Project Policies and Procedures.

· Ensure that Aurora Project is adhering to Data Protection Guidelines. 

· Administer the volunteers section of the Aurora Project website. 
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