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Positive Action for Refugees and Asylum Seekers (PAFRAS)

JOB DESCRIPTION

PAFRAS Drop-in and Volunteer Coordinator
Hours:
28 per week

Salary:
£25,000 (pro rata)
Responsible to:
PAFRAS Director
Employing body:
PAFRAS Board of Trustees
Location:
Drop-in venue, PAFRAS office, home-working
PURPOSE OF THE JOB
This role covers two key areas of work for PAFRAS. You will be responsible for recruiting, training, coordinating and supporting a team of volunteers for the drop-in and other areas of service delivery and you will lead on coordinating the delivery of the weekly drop-in, including food distribution.
MAIN DUTIES AND RESPONSIBILITIES
Volunteers
1. To be responsible for recruiting suitable volunteers by, for example, speaking at events, developing publicity etc., and ensuring volunteers’ skills and abilities are appropriate, ensuring at least 50% of volunteers have lived experience of the asylum system.

2. To review/develop volunteer role descriptions to cover all identified tasks at the drop-in and in the food room
3. To plan, develop, organise and facilitate training for volunteers, including developing publicity, booking trainers, developing training materials, and venue hire.  

4. Induct and train volunteers to ensure they understand their roles, as well as PAFRAS’s aims and values.

5. To ensure that volunteers are adequately supported and supervised in their role.
6. To conduct Disclosure and Barring Service checks as and when necessary.

7. To maintain accurate records on the status of volunteers and their attendance. 

8. Working with the Finance and Monitoring Manager, to be responsible for reimbursing volunteer travel and subsistence expenses, ensuring accurate records are kept.

9. To ensure that volunteer files are kept up-to-date and contact details are entered into a central database. 

10. To assist with the development and implementation of volunteer retention strategies and work with colleagues to ensure that our work with volunteers is constantly evaluated and improved. 

11. In consultation with the Director, deal with any complaints and resolve any conflict that may arise involving volunteers. 

12. To develop and maintain volunteer information including a Volunteer Policy and Volunteering Agreements.

Drop-in

1. To work with the Director and PAFRAS team to identify appropriate tasks for volunteers within the drop-in structure.
2. Working with a team of volunteers, ensure the required amount of food parcels is made up each week and toiletry packs each month.  

3. Working with a team of volunteers, coordinate the delivery of food parcels and toiletries from the office to the drop-in and the delivery of donations from the drop-in to the food room.
4. Working with a team of volunteers, ensure breakfast, drinks and lunch is provided at the drop-in each week. 
5. To be responsible for organising the volunteer rota and to ensure there is always adequate cover.
6. To work alongside the Director, staff and volunteer team to review/adapt/develop drop-in processes and systems.
7. To work alongside the Director, staff and volunteer team to develop new volunteer led services at the drop-in.
8. Working with a team of volunteers, responsible for ensuring the drop-in venue is set-up and closed down as agreed with the venue and PAFRAS Director.
9. To attend bi-annual multi-agency drop-in operations meetings.
Food room/office
1. In accordance with Food Hygiene regulations, be responsible for ensuring the fridges/freezers are checked for temperature controls weekly.  Ensure the fridge/freezers are kept clean and that there are no spillages and that there is no out of date food in the store room.

2. Ensure the office and drop-in have enough cleaning products.
3. Working with volunteers, responsible for receiving, sorting and storing food into the food store from donations and from Fareshare and others, completing necessary paperwork.  
4. Working with volunteers ensure the food store is kept clean including the floors and shelving and that it meets Health and Safety standards.

5. Maintain and develop relationships with partners such as Fareshare, St Vincent’s, Yorkshire Food Aid Network.
General
1. To work at all times as part of a team.  This includes working with other staff in PAFRAS, attending team and staff meetings.

2. To work flexibly in accordance with the needs of the Service, including undertaking occasional out of hours work as required.

3. To maintain flexibility and liaise with the line-manager and team regarding service cover and other duties agreed with the line manager.
4. To be inducted, supervised, performance monitored and appraised in line with the organisation’s performance management policies and procedures.
To be responsible for personal learning and development where appropriate and undertake training, both mandatory and optional, to increase knowledge, skills and awareness

To provide monitoring information and reports as part of funding and organisational requirements and for the Board of Trustees as requested by PAFRAS management.

5. To provide content to the Communications and Marketing Volunteer for PAFRAS’s social media.

6. To participate in the further development of the service and organisation in conjunction with line manager, as requested.
7. To operate within the aims, policies and practices of PAFRAS. 
8. Promote the aims and objectives of PAFRAS.
9. To undertake any other duties as directed by the line manager, in line with the          responsibilities of this post.
PERSON SPECIFICATION
Experience 

· Minimum of one year’s experience of managing staff or volunteers

· Experience or willingness to learn about working with people from diverse communities

· Experience of successfully involving services users in decision making processes

Knowledge/Understanding

· Demonstrate an understanding of the issues facing refugees, asylum seekers and migrants (no detailed legal knowledge is required)

· Understand the importance of working collaboratively with and communicating with other agencies effectively

· Able to use IT to support a wide range of tasks, including Word, Excel, Outlook and Social Media

· Understand how to manage risk and safeguard the health, safety and wellbeing of volunteers and clients

Abilities

· Ability to communicate with, supervise, motivate and empower volunteers to be effective in their role 

· Ability to oversee operational delivery, coordinate volunteers, establish rotas and ensure key tasks are supported

· Excellent written and verbal communication skills appropriate to a variety of audiences

· High level of self-motivation and the ability to work independently, to prioritise and manage workload

· Ability to work effectively under pressure, delegate effectively and take a “can do” approach

· Ability to work flexibly as part of a team, and to build and sustain strong working relationships with a wide range of people

· Ability to deal appropriately with sensitive and confidential information

Personal Qualities

· Passionate about the aims of PAFRAS

· Willingness to work flexible hours including some evening and weekend work
· Available to work Wednesdays

DESIRABLE 

· A recognised qualification or training in management or volunteer management
· Car driver and access to a car
Appointment is subject to a DBS check
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