Development Coordinator
Job description

What does the Development Coordinator do? 

1. The purpose of the role is to develop, promote and co-ordinate the work of Thornbury Volunteer Centre (TVC) and through liaison with Community and Volunteer Services (CVS), South Gloucestershire and the other Volunteer Centres in the area contribute to the development of volunteering in South Gloucestershire.

2. The Development Coordinator reports to the Chair of the Trustees of the charity – Thornbury Volunteer Centre.

3. The primary tasks are to:-

a. manage the Volunteer Centre office and the team of Volunteer Coordinators to ensure that all incoming registrations from potential volunteers, organisations and volunteers are handled efficiently and within agreed target times;

b. act as administrator for the underlying IT system;

c. together with the Chair of the Trustees, take a proactive approach in establishing and building positive relationships with stakeholders such as the relevant local authorities and CVS; 

d. take personal responsibility for dealing with more complex volunteer applications;

e. fund raise for TVC by: (i) researching grants and making applications;  and (ii) making proposals to the Management Committee for appropriate fund-raising events and setting up and organising those events;

f. build and develop relationships with local businesses, volunteer-using organisations and charities etc to secure their assistance in providing placements/internships/ development opportunities for volunteers with particular needs;

g. build and develop connections with funders, local authorities, local schools and the general public and, by appropriate advertising and PR activity, promote volunteering in the Thornbury area;

h. represent TVC at events, forums and fairs etc relating to volunteering;

i. make regular reports to the Management Committee on the achievement of these objectives; ensure that statistics are provided and applications for grants are submitted in accordance with the local authorities' timetables;

j. ensure that TVC complies with relevant legislation, (eg GDPR, the Charity Acts and health and safety etc.).


The essential skills/competences 

4. In general the new Development Coordinator should demonstrate an interest in, and enthusiasm for volunteering.  The key skills/competences for the role are as follows:-

a. Ability to work on own initiative without close supervision:  for much of the time you will be working alone and without close colleagues immediately to hand.  

b. People management and leadership:  you will need to organise and manage a team of volunteer co-ordinators who staff the office.

c. Organising ability:  you will need good prioritisation skills and adaptability and will be required to manage your own workload without close supervision.

d. Drafting ability:  you will be writing material for the advertising and PR activities of TVC. In addition there will be some report writing.

e. Relationship building: you will need good interpersonal and communication skills to work with and manage the various stakeholders.

f. IT skills:  TVC has an underlying IT system to assist with the ‘matchmaking’. You will be given training but will need to administer the system. 
 
The desirable skills/competences 

5. Previous experience of:-

a. working in an office which has given you a range of office skills;  and

b. setting up and organising fund-raising and other similar events.

6. Access to a vehicle.

