
OFFICIAL

OFFICIAL

[image: A red and blue background with a yellow stripe

AI-generated content may be incorrect.]Volunteer Support Officer
Administration 2A
Prevention


JOB DESCRIPTION

	 Job Title:  
	Volunteer Support Officer 

	Grade / Role:
	Administration 2A 

	Reports to:  
	Prevention Delivery Officer 

	Section:  
	Delivery 

	Department:
	Prevention 



	
Job Summary


	Under direction of the Prevention Delivery Officer, the Volunteer Support Officer will provide support to ensure that the delivery of education programmes. 
 
Contribute to the achievement of the outcomes of strategic Prevention priorities. 
 
Within ‘The Strategy’, aligned to the Prevention Policy and prioritises those in us. 
 
Communities that the Community Risk Management Plan (CRMP) identifies as being most at risk and vulnerable to fires and other emergencies. 
 
The post holder will support the Operations Co-ordinator to ensure that the appropriate level of resources is available to enable the delivery of programmes at Safeside.  
 
In co-ordination with the Safeside Support Officers, they will ensure that there are enough trained volunteers to support the delivery as required. 
 
Working collaboratively with the Education Delivery Support Officer, Safeside Support Officers, and internal and external stakeholders the key objectives of the role are to: - 
 
· Support the delivery of education that is targeted and accessible. 
· Ensure that the education programmes are aligned to ‘The Strategy’ and the CRMP and contributes to making the West Midlands Safer, Stronger and Healthier 
· Market and promote volunteering opportunities with partners and community to increase the number of people volunteering for WMFS. 







	
Responsibilities and Duties


	1. Supporting a diverse, trained volunteer team on a day-to-day basis, in their delivery of education programmes during weekdays, evenings and weekends and will include some early morning, evening and weekend work. 
 
2. Ensure resources are available to meet the daily programme demand, capacity, and improvement. 
 
3. Financial administration of the volunteer expenses 
 
4. Support the recruitment and training of the Prevention Advocate Volunteers 
 
5. Administering expenses in accordance with West Midlands Fire Service processes and procedures  
 
6. Arranging enhanced DBS checks for all volunteers and ensuring full clearance has been gained before Volunteers become active. 
 
7. Providing support, guidance, and opportunities for volunteers to develop their skills and experience, including dealing with issues relating to volunteers’ performance and conduct. 
 
8. Maintaining a record of all programme volunteers including, expenses, training, volunteer activity and performance information  
 
9. Assist in monitoring finances, including maintenance of budgetary and performance reporting information, and liaising with Finance regarding income and expenditure. 
 
10. Allocating volunteers to appropriate roles and opportunities  
 
11. The administration, training, and monitoring on Better Impact. This will include any training requirements or attendance at meetings. 
 
12. Identifying and delivering volunteer training to meet skills and needs. 
 
13. Quality assurance, evaluation, and assessment of volunteer’s work. 
 
14. Supervise and co-ordinate volunteers in accordance with relevant policies and procedures.  
 
15. Support targeting, marketing, and recruitment campaigns both to specialist groups and diverse communities, involving organisations and employers to provide volunteers.  
 
16. Act as a Prevention Advocate Volunteer for all programmes that include volunteers as required (to cover sickness etc.) 
 
17. Lead on incident and accident referrals as required. 
 
18. Organising and supporting volunteer recruitment and promotion events 
 
19. Ensuring the application of safeguarding policy, procedure and practice in line with role responsibilities 
 
20. Upholding and actively promoting the health safety and wellbeing framework. 
 
21. Upholding and actively promoting equality, diversity and inclusion and the Core Code of Ethics  
 
22. Able to meet the criteria specified in the Behavioural Framework 
 
23. Evidence of Continual Professional Development 





	
Special Conditions (include any special conditions, for example shift patterns, hours of work, working outdoors etc.)


	Needs to be willing to work flexibly including evenings and weekends.   
 
Notice of a month will be provided and on average the frequency of this would be once a month. 





	
Role related knowledge, skills and experience


	Essential Skills 
· Significant experience in recruitment, management, and support of volunteers 
· Data collation and analysis 
· Preparing and presenting reports to a range of audiences 
· Integrated team working  
· An experienced and diverse communicator  
· Financial administration 
· Ability to inspire and motivate a diverse team. 
· Development and delivery of training 
· Support of a volunteers within an integrated working environment 
· Working with diverse communities 
· Data collation, reporting and acting on findings. 
· Demonstrable leadership abilities 
· Ability to work independently and on own initiative to agreed targets and goals. 
· Effective record keeping and minute taking. 
· Able to deal calmly and professionally with all visitors, staff, and volunteers. 
· Able to meet the criteria specified in the Behavioural Framework 
· Evidence of continuous professional development  
 
Preferred skills 
· A recognised volunteer management qualification is desirable. 
· Management of staff, resources, and finances 
· Safeguarding procedures  
· Working as a volunteer 
· Able to set an excellent personal example of best practice. 
· Comfortable with use of technology including social networking and audio-visual equipment.  
 




	
Qualifications


	
Essential
· 

Desirable
· Volunteer Management Qualification 





	
Level of DBS required (eg: Basic, Standard, Enhanced, Enhanced with Barred List)


	
Enhanced with Barring List 
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