Volunteer Role Description

	About the Role

	Role Title
	Volunteer Coordinator



	Main Purpose of the Role
	To lead on the recruitment, retention and recognition of club volunteers

	Duties
	· Attend Committee meetings

· Act as main contact for all volunteers

· Identify the volunteer needs of the club and ensure that all volunteer roles have a role description

· Act as a contact point in publicity information for potential new volunteers

· To provide support and guidance to all volunteers where appropriate

· Actively recruit new volunteers, matching them to the vacant positions depending on skills, experience etc

· To induct new volunteers to the club

· Keep volunteers pack up to date with latest information and issue volunteer packs to all volunteers

· Organise social and recruitment events for volunteers

· Ensure volunteers receive appropriate information relevant to their training requirements

· Link with volunteer organisations and programmes such as Step into Sport, V, local Volunteer Centres, LIVING SPORT

· Ensure that all volunteer are recognised for the work that they do

	Meetings to Attend
	Committee meetings (/ x ? hours per month / week)

AGM (1 x ? hours per year)

	Estimated Time Commitment
	Approx ? hours per week

	Useful Attributes
	Approachable with good communication skills and organisational skills

Enthusiastic, friendly and motivational. Experience of managing people.

	Other Information
	CRB Enhanced Disclosure will be required


LS/Support Docs/VSD005/Volunteer Coordinator


