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Volunteer ROLE Description

	Job title:
	Volunteer Coordinator

	Job Summary:
	The candidate would be responsible for coordinating all aspects of volunteer involvement within the club as well as being the first and main point of contact for new and existing club volunteers.

	Available Opportunities:
	Attendance at meetings, AGM, open days as well as team training sessions when required.

	Training:
	No Specific training required. 
Training may be offered when/if available and desired.



	Roles:

	· Coordinate the implementation of the volunteer recruitment, training and support plans and maintain up to date volunteer role descriptions
· To recruit new volunteers considering skills, experience and diversity and conduct volunteer inductions and handovers
· Get to know and be the main point of contact for all volunteers
· Clearly outline volunteer roles and responsibilities and inspire volunteers in their roles
· To connect regularly with volunteers, to check that they are happy and are receiving the support and guidance that they require through regular progress reviews 
· To organise appropriate training and development opportunities for volunteers as necessary
· To escalate any volunteer concerns to the appropriate member of the committee
· To thank volunteers and organise the ‘Volunteer of the Month’ awards, or other similar recognition programmes



	[bookmark: _Hlk12016267]Notes:

	•	The above tasks may be subject to change depending on the club needs
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