	


Job description

Job title: 		Volunteering & Systems Administrator 
Department:  	People Team
Salary range: 
Responsible to:  	Volunteering Engagement Lead

	Internal 
	External 

	All staff
	Volunteers

	Executive Team
	Suppliers & Partners (eg systems)

	Department Leads
	Colleges & Schools

	
	



Departmental structure: 
Volunteering Engagement Lead & Volunteering & Systems Administrator 

Main Responsibilities
Provide a systems and administrative support service to the Volunteering Engagement Team to ensure the timely engagement of volunteers for Isabel Hospice and to assist in the retention of existing volunteers.
Play a key role in the introduction and ongoing maintenance of the new volunteering database.  Ensuring the system is utilised to its fullest capacity and key stakeholders are briefed and confident in its use.  
Through maintenance of an up-to-date database, produce regular metrics reports for the organisation. 
Provide support at volunteering events.

Day to Day Responsibilities

· Play a key role in the implementation of a new volunteer management system, identifying and resolving problems, liaising internally and with the database support desk. 
· Ensure the database of all volunteers is accurate and maintained on an ongoing basis.
· Provide information to other departments to ensure that volunteers have access to appropriate communications and training.
· Develop and maintain volunteering process guides.  
· Record, monitor and analyse key organisational KPIs around volunteer engagement and retention to provide accurate data for reports for People Committee.
· Ensure that confidentiality and data protection issues are identified and adhered to regarding all personal information. 
· Liaise with colleagues in all areas of the charity to determine departmental volunteer needs.
· Support the recruitment, selection, and induction of a diverse and wide range of volunteers, in conjunction with colleagues as appropriate and in accordance with agreed service levels.
· Raise awareness of volunteering opportunities by liaising with key partners and communicate appropriately including online and social media presence.
· Support the Volunteering Engagement Lead with the implementation of strategic initiatives eg Equity, Diversity and Inclusion; seeking sustainable volunteering opportunities.
· Provide support to volunteers, colleagues, and managers on a range of volunteering enquiries and issues as they arise.
· Support the updating of the Volunteers Handbook and other relevant documents and publications.
· Undertake such other duties within the competence of the postholder which may be required from time to time.

Personal/Professional:

· Ensure all personal and departmental deadlines are met.
· Comply with all Isabel Hospice policies and procedures, particularly confidentiality and data protection.
· Maintain required organisational standards for all mandatory training.
· Maintain and improve professional competence by attending training courses, study days and conferences as appropriate. 
· Demonstrate ongoing personal and professional development.
· Attend relevant meetings as appropriate



Health & Safety:
· Understand the fire regulations and action to be taken in the event of fire.
· Report any accidents / incidents at work and record adverse incidents as appropriate.
· Adhere to the Safeguarding of Vulnerable Adults and the Safeguarding of Children Policies and Procedures.
· Take all measures to ensure the safety of staff, patients, volunteers, supporters, customers and visitors to Isabel Hospice in accordance with Health and Safety Policy.

Values:
· All Hospice staff are expected to work in line with Isabel Hospice Purpose and Core Values as these acts as a value base which directly influences how all work activities are undertaken.  The ethos of the Hospice should be apparent in the behaviours and attitudes of all employees as the work they undertake, whether it is direct or indirect care, is ultimately for the benefit of patients.  The Purpose and Core Values are an integral part of all job descriptions, recruitment, the probationary period and performance and development reviews.

Additional information:

· This job description sets out the key tasks and responsibilities. It is not intended to be comprehensive. It is essential that it should be regarded with a degree of flexibility so that the changing needs of the organisation can be met.

· This job description will be reviewed with the post holder annually as part of the appraisal process.  Any proposed amendments will be with the agreement of the appropriate member of the Hospice Leadership Team.


GENERAL DUTIES
1. To comply at all times with the requirements of the Health & Safety regulations under the Health & Safety at Work Act (1974) and to take responsibility for the health and safety and welfare of others in the working environment ensuring that agreed safety procedures are carried out to maintain a safe environment. 

2. To comply at all times with the Hospice Information security policy.  Also to respect confidentiality of information about staff, patients and health service business and in particular the confidentiality of electronically stored personal data in line with the Data Protection Act. 

3.  It is the responsibility of all Hospice employees to fully comply with the safeguarding policies and procedures of the Hospice. As an Isabel Hospice employee you must ensure that you understand your role in protecting adults and children that may be at risk of abuse. Individuals must ensure compliance with their safeguarding training.  

4.  The Hospice is committed to a policy of equal opportunities.  A copy of our policy is available from the human resources department. 

5. The Hospice operates a no-smoking policy.   

6. The role description gives a general outline of the duties of the post and is not intended to be an inflexible or finite list of tasks.  It may be varied, from time to time, after consultation with the post holder. 

7. All appointments are subject to pre-employment health screening. 

8. It is the responsibility of all employees to ensure that they comply with the Hospice Infection control practises, as outlined in the Health Act 2008 and staff must be familiar with the policies in the Organisation’s infection control manual, this includes Infection Prevention and Control Adult Hospice Policies and Safe Practice Guidance
9. All staff are required to implement infection control policies and practices, including hand hygiene, waste disposal, staff uniform and occupational health responsibilities, as detailed in the Hospice Policies. 

10. It is the responsibility of all staff to ensure that they have evidence of annual/or otherwise infection control training as appropriate.

11. Any other duties as designated by your manager and which are commensurate with the grade.- 
 
NB. The role description is a reflection of the current position and may change emphasis or detail in the light of subsequent developments, in consultation with the post holder.
Person Specification 
	Requirement
	Essential/Desirable
	Tested

	Education / Qualifications
· Maths & English GCSE (Grade C or above)
· Educated to Degree level or equivalent.
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	Knowledge/Experience
· Experience of prioritising work to meet deadliness in a busy environment.
· Experience of using databases including trouble shooting and liaising with support desks to resolve issues, particularly during implementation stage.  
· Confident telephone manner
· Extensive experience of using Microsoft Office products, in particular use of Excel spreadsheets
· Experience of producing own correspondence to a high standard
· Experience of working with volunteers within the charity sector
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	Skills/abilities	
· Moderate to advanced IT skills including Microsoft Office Outlook, Word, Excel and Powerpoint
· Excellent time management skills
· Ability to work as part of a multi-disciplinary team.
· Ability to work with databases and Excel to maintain records, evaluation systems to process information and generate reports.
· Ability to produce reports from IT systems and analyse data.
· Highly organised and able to work using own initiative and prioritise tasks effectively to achieve tight deadlines.
· Ability to effectively communicate in person, by telephone and in writing with a wide range of people and across cultures and with diverse audiences.
· Ability to work accurately under pressure and with good attention to detail.
· Confident user of social media and online platforms
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	Personal qualities

· Conscientious, hardworking and self-disciplined
· Ability to work to deadlines/targets for self and others.
· Works effectively and calmly under pressure.
· Ability to work on own initiative.
· Active team player
· Able to deliver results in a changing environment.
· Ability to guide, support and develop volunteers.
· Creative and resourceful
· Innovative
· Ability to build strong relationships. 
· Flexible approach – including working outside office hours on occasion
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Key 
A – application form 
I – interview 
T – Test 

Caring, Together, Respect, Responsive, Dynamic


