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Job Description
CVS Volunteering Development Worker
The main purpose of the role is to champion and support volunteer engagement, help the VCSE volunteer involving organisations to build volunteer capacity to meet community need, to build skills to embed good practice throughout and to manage and promote Teignbridge Together.

Key responsibilities
Promotion & Marketing:
Advocate for the role, the importance and the value of volunteers across our South Devon communities
Manage Teignbridge Together and promote as a key volunteering matching tool across South Devon to VCSE and the wider public
Coordinate and promote our annual volunteer awards ceremony 
Work collaboratively to contribute to or deliver a range of events and outreach across our communities to engage people in informal and formal volunteering, joining in with the events of others or designing and delivering single-focused events including volunteer recruitment events 
 

Development & Support:
Support networking/peer support for those managing volunteers
Create content for the upcoming best practice resource section in the form of videos or templates in cooperation with colleagues
Identify training  and development needs for groups involving volunteers and work with the CVS teams to deliver that support
Identify groups of people who don’t traditionally volunteer or are excluded from volunteering and develop ways of engagement 




CVS Employees:  General Duties

1. Be proactive and timely with administration including:
a. Provide both written and verbal updates and reports including monitoring data as needed.  
b. Maintain accurate and confidential records of activity, outputs and outcomes. 
c. Support the work of and share intelligence with other members of Teignbridge CVS 
d. Be self-serving administratively. 

2. Treat with confidentiality any information about any organisation, its staff, trustees, or clients that is sensitive, personal, or private.  

3. Maintain professional boundaries as per policies and procedures and effective working relationships with local services, specialist teams and with local VCSE providers. 

4. Ensure that Consent, Information Sharing, Data Protection and Freedom of Information requirements are adhered to  

5. Be aware of and adhere to the organisation’s policies and procedures, including the organisation’s equal opportunities policies and with due regard for health and safety.

6. Travel as needed to deliver the role. 
 

Other Duties 
Other duties will include any other general duties as may be required reasonably by the Chief Officer and Trustee Board.  Staff in Teignbridge CVS work as a team; our team is expected to share workloads and become familiar with a range of common duties to ensure continuity of service during peak periods, sickness absence and holidays. 


Salary Scale          £27,996.66 pa fte
Normal Hours of work:  16 - 18 hours per week flexibly
Holiday entitlement:    5 weeks, 1 day plus public holidays and 3 days between Christmas and New Year
Pension Scheme:   Teignbridge CVS provides 5% pension scheme
The post is offered for 2 years initially and extension will be subject to funding being in place.
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