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JOB DESCRIPTION
	POSITION:
	Volunteer and Befriender Coordinator	

	DEPARTMENT:
	Families 

	LOCATION:
	Waltham Forest and head office Barking and Dagenham 

	WORK CAPACITY:
	37.5 hours One evening a week 

	                                             MAIN JOB SUMMARY:

	As increasing numbers of people experience isolation and poor mental health, volunteers are playing a vital role in reaching and supporting the most vulnerable in our communities. At the same time, volunteering itself can be a meaningful route out of isolation, connection, and purpose.
LifeLine’s mission is to empower local people to become agents of change, and volunteering is central to achieving that goal.
The Volunteer Coordinator will support the recruitment, coordination, and development of all volunteer activities across Waltham Forest. Working in partnership with the Senior Volunteer Coordinator, you will act as the first port of contact for the volunteers ensuring that they are supported and celebrate effectively.

	                                 This role is being performed well when: 

	1. Develop and maintain a positive reputation with volunteers, befriendees and the communities we engage with. Build and maintain effective relationships with key volunteer referral points and community partners.
2. Ensure all relevant paperwork, monitoring information and supporting evidence is accurately collated and maintained in line with LifeLine’s requirements and funder expectations and added to Salesforce in a timely manner. 
3. Ensure all activities and services are delivered to a high standard and reflect LifeLine’s values, policies, procedures and commitment to person-centred support.
4. Provide ongoing support and supervision to volunteers working directly with Befriend including observations, one-to-one meetings and formal supervision. Provide responsive day-to-day support through telephone and email contact.
5. Support the Senior Volunteer Coordinator with the recruitment and onboarding of volunteers, including processing applications, shortlisting candidates, arranging interviews and supporting the selection process.
6. Complete and regularly review risk assessments for befriendees, ensuring identified needs, risks and appropriate support arrangements are clearly reflected within their assessments and ongoing support.
7. Develop targeted approaches to volunteer recruitment to ensure a diverse range of volunteers are engaged, including representation across different communities, backgrounds, age groups and language needs.
8. Ensure volunteers are appropriately and promptly matched with befriendees based on their needs, interests, availability, location, language and preferences. Provide ongoing support to volunteers and befriendees throughout the matching and engagement process.
9. Initiate and coordinate targeted volunteer recruitment campaigns in areas where additional befrienders are required, including campaigns to recruit volunteers with specific language skills or experience.
10. Respond promptly and professionally to volunteer enquiries received by telephone, email and through the Volunteer Inbox, ensuring volunteers receive clear and timely information and support.
11. Work collaboratively with colleagues to organise and deliver engaging volunteer inductions, both in person and online, ensuring volunteers understand their role, responsibilities, boundaries, safeguarding requirements and LifeLine’s values.
12. Maintain accurate and up-to-date volunteer records and contribute to the development and review of volunteer roles to ensure they remain relevant, meaningful and responsive to service and community needs.
13. Ensure volunteers operate in accordance with best practice, LifeLine’s governance requirements, safeguarding principles, policies and procedures, and appropriate boundaries when supporting befriendees.
14. Maintain an up-to-date understanding of relevant legislation, guidance and best practice relating to volunteering, befriending, safeguarding and community support. Contribute to the review and development of policies and procedures where required.
15. Organise regular feedback opportunities for volunteers and develop innovative ways for volunteers to contribute to the ongoing development and improvement of the befriending and wider volunteer services.
16. Develop a collaborative culture both internally and externally, building effective relationships with voluntary, community and statutory organisations whose values and principles align with LifeLine. Ensure partnership working remains centred on the needs, strengths and aspirations of the communities we serve.
In Common with other staff:
1.	To support Lifeline’s equal opportunities policy and to work actively to overcome discrimination on grounds of race, sex, disability, sexuality, age or status in our services.
2.	To carry out all duties in accordance with Health & Safety requirements.
3.	To take responsibility for your own professional development and participate in relevant internal and external training/activities. 
4.	To ensure that the highest standards of customer service and care are provided at all times.

Please note the above-mentioned duties are not exhaustive, and the post holder may be required by management to carry reasonable duties in line with the role.
The post holder will be consulted by LifeLine on any material compulsory changes to the Job Description.


	POSITION WITHIN THE ORGANISATION:

	LINE MANAGER:

REPORTS TO:

POSITION:

	Volunteer and Befriending Coordinator
Senior Volunteer Coordinator 

Families Team manager









	QUALIFICATIONS AND COMPETENCY REQUIREMENT:

	Preferred:
	Essential:

	Experience
· Specialist activities: Working with volunteers / delivering community services
· Carrying out assessments
·  Experience of working with the excluded, isolated and experiencing mental health issues.

Skills & Abilities
· Ability to use database packages

Knowledge
· An interest in issues relating to community engagement and well being
· An understanding of the local community

	Experience
· Minimum of two years’ working with vulnerable people in a paid capacity including:
· information, advice and guidance
· 1-2-1 mentoring
· workshops
· Understanding of safeguarding adult


Qualification 
· Maths, English GCSE
· Level 3 or above in Volunteer Management, Community Work, or Social Care

Skills & Abilities
· Ability to develop relationships within communities and local authorities, including stakeholders within a community context
· Ability to work well in a team and on own initiative	
· Ability to manage people in a one-to-one and group setting
· Ability to relate, empathise and support disaffected people in order to encourage community re-engagement 
· Ability to organise own workload, meet output targets and work under pressure and keep accurate on-going records and reviews
	
· Excellent communication skills	
· Proficient understanding of office systems and operations	
· Willingness and ability to be flexible
· Ability to use database packages
	
Essential Knowledge
· Up-to-date knowledge of relevant Government and local policies/initiatives and local services 
	
Experience, skills and abilities will be assessed from your application form, during interview, and ongoing assessment of your performance.


	REMUNERATION AND BENEFITS PACKAGE

	BASIC SALARY – 
FTE 37.5 hours: 
	Yearly 
£28,860
	Monthly
£2,405.00
	Weekly
£555.00
	Daily
£111.00
	Hourly
£14.80

	BENEFITS:
	Pension: 3% employer contribution; 5% employee contribution
25% childcare discount
Continuing Professional Development – including in-house training
Employee Assistance Programme


	HOLIDAY ENTITLEMENT
	25 days FTE – Pro rata for part time / 52 week working only 
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