Discovery Student Volunteering Swansea

Volunteering Projects Manager 
Maternity cover 
Discovery is a student-run, autonomous, charity based at Swansea University.  Each year, more than 400 student volunteers deliver community-based projects to enrich the lives of the community around them, including a wide range of people facing challenges.  Some projects are directly co-ordinated by Discovery, while others are run in conjunction with outside agencies or departments of Swansea University.

We have a team of Student Volunteer Project Co-ordinators who have leadership roles in each of our project. Discovery is one of the oldest student voluntary organisations in the UK. In 2014, the organisation received the Queen’s Award for Voluntary Service, Discovery also holds Investors in Volunteers accreditation.

The role of the Volunteering Projects Manager

The Volunteering Projects Manager is responsible for the support, development and effectiveness of our projects. Providing a high level of support, coaching and development to our student volunteer project coordinators. Supporting them to effectively run their projects. This usually involves a lead role in setting up the projects appropriately; to ensure that they serve the community and use students strengths, skills and availability in the best way.

All of Discovery’s work focuses on the implementation of good practice. It is a requirement for all posts in Discovery that there is a commitment to equality, anti oppressive practices and the ethos of student development through volunteering.

Salary –  £30,124.49 (Please not this is NOT pro rata. Discovery is a 4 day week organisation, the salary specified above is for a 28 hr working week.)
Working hours 28 per week (we are a 4 day week organisation) 
Normal working hours will be agreed between 9 and 5.30, Tuesday to Friday  with a half hour unpaid lunch break, some out of hours working will be expected for which time of in lieu will be granted. Exact working hours to be agreed with the Director.
Annual leave allowance – 26 days pro rata plus bank holidays. Usually taken outside of term time and must be agreed with the line manager.
Pension 5% employer contribution to NEST scheme after 3 months employment (employee contribution will be inline with statutory requirements)
This is a fixed term contract beginning early January 2025 ending 31st December 2025
Closing date 
12 noon Friday 15th November
Discovery is a values based organisation we expect all our staff to:
· Demonstrate a commitment to developing people and the community

· Work in an inclusive way and be committed to equality 
· Encourages others to achieve their full potential

· Be approachable and accessible to staff, students, service users and community volunteers including people with additional needs.

· Be student centred with a commitment to supporting the students to lead and manage the work and development of Discovery

Accountability

The work will take its direction from the needs and demands of the projects and volunteers.  The Volunteering Projects Manager will be supervised and line managed by the Managing Director of Discovery. The Volunteering Projects Manager is ultimately accountable to the Chair of the Board of Trustees.

The Volunteering Projects Manager is responsible for the line management, support and supervision of the Project Worker.

Job Description
Management and overview

1. Maintain an overview of projects ensuring that they offer a range of experiences for students and meet a community need. Regularly review projects ensuring that appropriate health and safety and safeguarding measures are in place.
2. Be responsible for the structure and expectations of all projects so that student volunteer project co-ordinators can lead them effectively

3. Work with the Director and Finance Officer to set and monitor project budgets, including making recommendations for likely project costs. 

4. Provide line management and supervision for the Project Worker

Supporting Projects

1. Provide structured, practical support and supervision to student volunteer project co-ordinators. Giving them advice, information and practical support via weekly one to one and small group supervisions. Work with them to trouble shoot and respond to their individual concerns or worries, including project delivery, volunteer support, budgets, health and safety and safeguarding issues.
2. Lead the recruitment, training and induction programme for student volunteer project co-ordinators
3. With Project Co-ordinators, evaluate the aims of the projects and the systems within their projects for placement, support, training etc. Identify areas of development with the Project Coordinators.
4. Liaising with relevant organisations, networks and individuals within the local community and national student volunteering networks on a routine basis 
5. Be the lead contact with our external project partners, usually other charities, schools, University departments or statutory agencies and maintain strong, positive relationships with them. Including managing new referrals and identifying client groups. This will include supporting external organisations to register on our digital platform (Team Kinetic) and promote relevant volunteering opportunities to students. 
6. Ensure that our projects are having a tangible, measurable benefit to the people who need them most. Ensure good monitoring and evaluation systems are in place and contribute to funding reports and bids, taking a lead in some.
Recruitment

1. Assist with the recruitment of general student volunteers, promoting volunteering opportunities to new and potential volunteers 

2. Support volunteers through project specific background checks
3.  Lead the recruitment and induction of student volunteer project co-ordinators
Administration

1. Manage and oversee a range of digital communication structures used by student volunteer project co-ordinators. This will vary but currently includes Facebook groups, Google drive, Gmail accounts, Google Classroom and Canva accounts.

2. Ensure the availability and accessibility of information within Discovery, including project activity and  contact information, in line with data protection regulations.
3. Ensure that key documentation is up to date and relevant.
4. Assist with the production of newsletters, leaflets, handbooks and other publicity material including reports to deadlines.

5. Provide general support in the Discovery office as needed. 
6. Share the out of hours phone on a rota basis with the rest of the team, currently one week in 5, when non digital projects are taking place.
Staff

1. To contribute to the maintenance of a safe, healthy and productive working environment by being an active member of the staff team, responding to staff commitments and priorities, as required. 
2. To attend staff meetings and keep accurate records of time-keeping.

Person Specification
Essential Criteria: 

· Understanding of best practice in volunteering 
· Excellent interpersonal skills, able to engage effectively with people from a variety of backgrounds, able to build warm, supporting relationships with our student volunteers.
· Excellent organisational skills, able to manage a range of competing priorities effectively in a busy environment 
· Ability to manage own workload and support the project worker
· High level of initiative and excellent problem solving skills 

· Experience of supporting, motivating and mentoring volunteers to deliver desired outcomes 

· Experience of facilitating, organising  and delivering training sessions and groups 

· Experience of carrying out monitoring and evaluation to evidence outcomes

· Experience of effective partnership working and the ability to build and maintain positive relationships with project partners

· Knowledge of health and safety and the ability to identify risks 

· Understanding of the third sector in Swansea including current issues for the area and the organisations working to address them.
· Excellent IT skills including the ability to manage a range of digital communication platforms.

·  Excellent written communication skills

· Commitment to equality and anti oppressive practices.
· Commitment to the ethos of student development through volunteering.

Desirable Criteria: 
· Experience in community development work
· Experience working with students
· Experience of running activities with vulnerable groups

· Ability to drive, with a clean UK driving licence 

· Ability to speak Welsh

