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Job Description
	Job Title
	Volunteer Coordinator

	Location
	Royal Hospital for Children, Glasgow / Marchfield Drive, Paisley and Home Working (Hybrid) 

	Reporting To
	Head of Trusts and Volunteering 

	Salary
	£21,000 - £25,000 DOE 

	Hours
	35 hours
(The Charity will consider alternative flexible arrangements where required)

	Status
	1 Year (Maternity Cover) 

	Holidays
	25 days plus 10 bank holidays, plus additional long service days

	Benefits
	As a compassionate organisation we care about our staff and have a range of employee benefits that make Glasgow Children’s Hospital Charity a great place to work – please see our range of employee benefits here


Glasgow Children’s Hospital Charity

Our Vision and Values
We raise funds to help those who tirelessly care for and nurture young lives at their most vulnerable; to invest in equipment, research and the continued improvement of facilities and services for children and families in hospital. Our core values guide our work on a daily basis:

	Pride: we care.
	We are proud ambassadors of the charity, and will carry out our work with conviction. It’s not just a job; it’s our privilege to be part of this special community of supporters, children and families.

	Enthusiasm: we are inspired.
	We will enthusiastically approach each new opportunity, inspired by the resilience, hope and commitment of our supporters, patients and families. We are always looking up.

	Determination: we are all in.
	We are determined to give our all, because we are dedicated to the children, families and staff we support. They deserve our best work.

	Unity: we are one team.
	We respect and encourage each other. We can make an extraordinary impact when we work together with our colleagues, our supporters and the NHS.

	Integrity: we do what we say we’ll do.
	We promise to be honest, professional and respectful. We will never compromise the charity’s reputation or our values, and will always act in the best interests of those we support.


Job Purpose
The Volunteer Coordinator at Glasgow Children's Hospital Charity plays a crucial role in supporting the charity’s mission of supporting children and their families receiving care at the Royal Hospital for Children, Glasgow and all associated sites.

As the Volunteer Coordinator, you will be responsible for recruiting, training, and coordinating volunteers who provide valuable assistance and support to the hospital and its patients. You will also play a pivotal role in fostering positive relationships with volunteers, ensuring their engagement and satisfaction, and creating a collaborative and inclusive volunteer community.

You will work closely with various NHS departments as you recruit & coordinate the various roles across the sites we support. These roles include Play Maker Volunteers, Welcome Guides, Charity Hub  & Medicinema. 

You will also be looking after our volunteer driver programme which currently helps to support the following NHS Services – Milk Bank, Gastro, Cardiac, Respiratory.
Key Responsibilities
· To administer the Hospital & Driver volunteer programmes from recruitment and induction through to the placement of volunteers as well as ensuring the smooth day to day operation of the programmes.
· To co-ordinate and ensure all aspects of the volunteer programme are delivered to the highest of standards and are fully compliant with all relevant policies and processes, e.g PVG, driver check, references, occupational health etc.

· To be the first point of contact for all hospital & driver volunteer enquiries by phone, email and in person ensuring a prompt and comprehensive response.
· To co-ordinate hospital & driver volunteer rotas ensuring adequate cover.

· To administer all necessary arrangements for volunteer drivers for longer journeys – i.e. travel & accommodation.
· To keep volunteers engaged via regular communications, in-person events and volunteer recognition activities.   
· To maintain up to date confidential records of all hospital volunteers using Better Impact software.
· To be responsible for the day-to-day procurement of key items associated with and relevant to the volunteer programme. 
· Collaborate with all NHS departments and services that are supported by GCHC/CCF volunteers, ensuring there are regular touch points to evaluate the programmes. 

· To work closely with the Marketing Team to promote the volunteer programme in line with recruitment needs and also story telling.
· To work with the Head of Trusts and Volunteering and the Fundraising Volunteer Manager to capitalise on opportunities and to provide the best possible volunteer experience.

Additional Responsibilities

· To be committed and adhere to Glasgow Children’s Hospital Charity’s vision, mission and values. 

· To actively consider professional development and determine training needs.
· To maintain and develop good working relationships with other members of the wider organisation.
· To represent the charity both internally and externally on the hospital site, embodying the values at all times;     
· To actively promote the charity, events, fundraising etc to the NHS audience & build strong relationships with NHS staff, patients and families.
· To work with all income generating staff within the Charity to understand the fundraising priorities and propositions on offer, and to develop a carefully targeted, audience driven campaign of promotion.    
· Any other relevant duties as may be required by the Head of Trusts and Volunteering,  
Person Specification

	Essential
	Desirable

	2+ years’ experience working in an administrative role  
	Experience of the Raiser’s Edge and Better Impact software

	Strong customer service / relationship building skills
	Knowledge of Data Protection Compliance

	Ability to work systematically with processes and rotas
	Experience of working in the Charity Sector

	Ability to work unsupervised & willingness to work flexibly as required
	Experience working in a hospital environment

	Excellent time-management skills
	 Experience of working with volunteers 

	Willingness to work evenings and weekends when required.
	

	Competent level IT skills (full Microsoft Office Suite – Word, Excel, PowerPoint, Email, Internet)
	

	A Disclosure Scotland check will be carried out under the Protection of Vulnerable Groups (PVG) Scheme – it is therefore essential that any criminal convictions are disclosed
	

	Driving license and access to a car.   Willingness to drive the Charity’s small van on occasion (with training). 
	


