[image: image1.png]YAR ROWTY




[image: image2.png]e
INVESTORS IN PEOPLE





Dear Applicant,

Position of Full Time Volunteer Coordinator.
Thank you for enquiring about the above vacancy.

I enclose an information pack containing details about the job including, a job description and a person specification.
Please return your CV and covering letter to: recruit@yarrowhousing.org.uk  or the address in the application form.
Please note only short-listed candidates will be contacted. If you have not heard from us within 6 weeks; please assume that you have not been successful on this occasion.

Thank you for the interest you have shown in working for Yarrow and we look forward to receiving your completed application form.

Yours faithfully,
Yvette Olasemo
Human Resources & Development Advisor
Opening Doors Project and Yarrow
‘Opening Doors’ is a ground-breaking volunteering project designed by Yarrow to meet the needs of people with learning disabilities who face social isolation and huge inequalities. Opening Doors will link people with learning disabilities to volunteers so that together they can discover London and find out the amazing sporting and cultural opportunities our city offers.

We are a people led organisation, working with adults and young people with learning disabilities in west London.  Most of the people Yarrow works with live independently but receive support from Yarrow with their daily lives, with doing the things they want to do and with realizing their hopes and dreams.  This support ranges from 24 hours a day to just a few hours a week, depending on each individual’s needs and wishes.

The Gate, our Community Arts Centre in Shepherds Bush, attracts people with learning disabilities of all ages, who come there to engage with the performance, and visual arts that they love and also the digital age.  Click on The Gate’s blog to find out more   http://thegateartscentre.blogspot.co.uk
The Gate will be the base for Opening Doors, an innovative new project funded by the City Bridge Trust.  It will identify London’s many arts and sporting opportunities and events, recruit volunteers interested in the arts and sport and then match volunteers and people with learning disabilities with shared interests.  After training for volunteers and time to get to know each other, they will be able to access the many new and existing sporting and arts opportunities that the capital offers.  The project will also give people with learning disabilities the opportunity to form new friendships and widen their social networks.

Volunteer Coordinator 

Fixed Term Contract – 3 Years

Salary

 : £25,000

Hours

: 38hrs per week 
Closing date
: 04/05/2016

Location 
: West London 

‘Opening Doors’ is a new project and the post holder will be expected to set up and manage the project which will involve recruiting, training, matching of volunteers. 

We are looking for a committed and enthusiastic individual with excellent skills in volunteer management, supervision and support. The post holder will need to be proactive and be a good communicator.  Organisational skills, as well as an ability to work to targets are essential for this role. Experience of working with people with learning disabilities would be an advantage but is not essential.

We are an equal opportunities employer and welcome applications from all sections of the community.

Successful applicants will be subject to an enhanced DBS disclosure

To apply, please send us your CV with a covering letter tailoring it to the essential criteria specified on the person specification and job description.
Location - The post will be based in Central Office or the Gate (Shepherds Bush) but he post holder will need to move across Yarrow's properties, most of which are within Hammersmith & Fulham, Kensington and Chelsea, Ealing and Westminster. 

Salary - £25.000.
JOB DESCRIPTION


Job Title:  Opening Doors Project Manager
To whom immediately responsible:  Care Services Manager

Accountable to:  Director of Care and Support

Full time post:  Fixed Term – 3years, 38 hours per week, will include occasional evenings and weekends.
Salary:
£25,000

JOB PURPOSE

To enable people with learning disabilities to discover, develop and take part in London’s sporting and cultural life through the ‘Opening Doors’ project 

To develop and manage a volunteering programme, recruiting and training volunteers and matching their interest in sports and the arts with that of people with learning disabilities
To work with individuals with learning disabilities and their circles of support to identify their existing or potential interest in a particular sport or cultural activity; draw up a Person Centred Plan for each individual to deliver this 

KEY RELATIONSHIPS

· People with learning disabilities

· Volunteers

· Volunteer agencies, local businesses and organisations

· London’s, sporting and cultural venues, galleries, museums, VisitLondon

· Yarrow’s First Line Managers 

· Yarrow’s Resource Centres: The Gate and MySpace@Yarrow

KEY RESPONSIBILITIES

· Identify the sporting and cultural interest of people with learning disabilities and enable them to participate and enjoy the sporting and cultural life of London

· Develop Person Centred Plans for individuals and their circles of support identifying sporting or arts activities of interest and an action plan for taking part

· To develop and manage a volunteering scheme, recruiting volunteers of all ages and backgrounds, including people with learning disabilities

· Develop and run a volunteer induction/training programmes, ensuring volunteers understand Yarrow’s ethos and values and their key role in empowering people with learning disabilities

· Develop a database of volunteers, contact details, availability, interests; ensure CRB checks are up to date

· Identify likely risks to volunteers and service users and ensure there are systems in place to manage and mitigate these.

· Ensure that the volunteers receive appropriate support and supervision, recognition and appreciation of their work

· Establish first class contacts with key sporting, cultural and arts organisations, including galleries, theatres, museums, sports venues, event organisers, leisure centres, VisitLondon 

· Visit all chosen venues before the person with learning disabilities and the volunteer’s first visit to assess risk and gather basic access information , accompany them on initial visits until they are confident on their own

· Work with people with learning disabilities to produce accessible, pictorial information on London’s cultural and sporting activities and distribute to all Yarrow’s service users, so that people with learning disabilities know what is available

· Enable people with learning disabilities to make choices about what sporting or arts activity they want to participate in, inspiring them to experiment with new

· Take account of varying financial incomes of service users by seeking free or reduced entry fee to events/activities

· Develop travel buddies to support those less able to travel alone or who lack the confidence to do so

· Monitor and track the project outcomes and provide reports to the project working party, Yarrow's Board of Management and to funders

GENERAL RESPONSIBILITIES

· To ensure that the aims, objectives, policies and procedures of Yarrow are promoted and implemented.  In particular:

· Comply with standards outlined in the key result areas and in Yarrow’s code of conduct.

· Comply with Health and Safety, and other related, policies.

· Comply with Yarrow’s Equal Opportunities policies.

· Observe and comply with good practice and current legislation regarding use of technology and the internet

· Maintain the confidentiality of all information connected to service users, other members of staff and Yarrow’s business.

· Work flexibly and be prepared to perform any other duties commensurate with the role.

This job description is subject to regular review and appropriate modification.

April 2015

PERSON SPECIFICATION  
Opening Doors Project Manager
Essential:  
· Strong interpersonal skills including an ability to develop personal relationships quickly and enthuse and convince others  

· Evidence of effective negotiating skills 

· Effective written and oral communication skills with an excellent telephone manner 

· Sound administration skills, including keyboard and word processing skills  

· Proven planning, time and financial management and organisational skills  

· Evidence of meeting targets and goals to achieve high standards of work and successful outcomes  

· Proven experience of effective partnership working  

· Direct experience of delivering training  

· A demonstrable commitment to high standards of customer care  

· An understanding of issues that can affect people with learning disabilities 

· A demonstrable commitment to volunteering and understanding of its potential as a force for change  

· Ability to travel and a willingness to work some evenings and weekends   
Desirable:  
· Previous experience of volunteer coordination and of supervising and supporting volunteers.
· Working knowledge of the voluntary sector   
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