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1.
IDENTIFICATION OF JOB 

---------------------------------------------------------------------------------------------------------------------


JOB TITLE

:  Volunteering and Wildlife Groups Officer 
   
POST NUMBER
: 
FUNCTION
:  People and Engagement
RESPONSIBLE TO
:  HR, S & W Manager
RESPONSIBLE FOR
:  CWT volunteers and Wildlife Groups
---------------------------------------------------------------------------------------------------------------------

· 2.
OVERALL PURPOSE OF JOB 

---------------------------------------------------------------------------------------------------------------------


The Volunteering and Wildlife Groups Officer will lead in the delivery and management of the CWT Volunteer Programme through the development and planning of the programme to ensure correct procedures are established and maintained. The post will deliver administrative and operational responsibility for volunteering in all relevant areas of CWT and will also assist in strategic planning requirements, working with the HR,S & W Manager.  
The Officer will  be responsible for ensuring a strong and positive relationship with CWT Wildlife Groups providing support to new groups through affiliation, assisting with engagement through forums and events and acting as a single point of contact.
---------------------------------------------------------------------------------------------------------------------

3.
RESPONSIBILITIES 

---------------------------------------------------------------------------------------------------------------------


· Review CWR’s overall relationship with, and support, to volunteers and wildlife groups.

· Oversee the Volunteer Management procedures and practice across the Trust to encourage best practice across the organisation

· Oversee the maintenance of the volunteer database, responding to and signposting of volunteer enquiries, managing the on-line events calendar for volunteering activities and gathering/collating of work sheets. 

· Carry out the duties of Deputy Safeguarding Officer for CWT, assisting the HR,S&W Manager in ensuring that safeguarding practices and policies are effective, remain legally compliant and are adhered to at all times.

· Responsible for management of a varied and accessible task/activity programme through a matrix management process between the volunteering focal staff in each team and those that work with wildlife groups.

· Responsible for design and production of the monthly Volunteer Alert e-bulletin and managing distribution to all registered volunteers.

· Represent CWT on suitable volunteering forums and groups including BCVS and the TWT volunteering network. 
· Organising key volunteering and wildlife group liaison events and training.

· Develop a volunteering and wildlife group handbook for CWT.
· Updating National volunteering websites and County volunteer centres with all volunteering opportunities.

· Actively gather volunteering evidence in support of current and future funding streams.

· Act as line manager for key volunteer posts where necessary.

· Ensure the volunteering CWTHQ webpages are relevant and regularly updated.

· Assist in planning and delivery of personal development training for staff, volunteers and trainees in agreed subjects.

· Publicise volunteering events through Wild Cornwall magazine, digital and print media.
· Identify the need for new volunteer assistants and event leaders in different areas of Cornwall and recruit as appropriate. 
· Respond to volunteer and wildlife group enquiries. 
· Update and maintain the volunteer database and Intranet contacts database. 
· Keep up to date with Health and Safety and child protection legislation and cascade to event leaders and volunteers as appropriate through volunteer meetings.  
· DBS check and reference check all new volunteers as necessary.

· Develop volunteer policies and procedures in the form of a volunteer handbook and keep up to date and relevant.
· Maintaining and updating procedures regarding wildlife groups who are affiliated to CWT.
Health & Safety

Ensure that all activities including events and volunteers working fulfill CWT’s HS requirements.

Miscellaneous:
· Act as Trust spokesperson as appropriate.

· In order for the organisation to work effectively you may be required to assist with other areas of work and therefore should be prepared to undertake duties appropriate to the post, as delegated by your line manager.

All staff are required to abide by organisational policies and procedures.


JOB TITLE


:
Volunteering and Wildlife Groups Officer
POST NUMBER

:

FUNCTION


:
People and Engagement
This section details the experience, knowledge, skills and personal qualities required for the post. We require an enthusiastic autonomous worker with diverse skills in liaising and supporting volunteers and wildlife groups. 
	Area A

EXPERIENCE
	ESSENTIAL
	DESIRABLE

	· Experience of recruiting, managing, coordinating and motivating a team of volunteers. 
	(
	

	· Experience of managing a diverse programme of work and able to identify your own work priorities. 
	(
	

	· Experience of organising a variety of wildlife events and activities. 
	
	(

	· Attainment of a recognised volunteering management qualification
	
	(

	· Direct experience of working as a volunteer.
	
	(

	· Develop plans that monitor and review volunteer milestones
	
	(

	· Establish and communicate the standards of quality and performance expected
	(
	

	Area B

KNOWLEDGE
	
	

	· Good knowledge and understanding of native wildlife and its conservation.
	
	(

	· Have a good understanding of Safeguarding 
	(
	

	· Excellent computer skills
	(
	

	· Producing, recording and managing information databases
	(
	

	· Working with risk assessments and lone working procedures
	
	(

	Area C

SKILLS
	
	

	· Full clean driving license.
	(
	

	· First Aid Qualified
	
	(

	· Excellent written and spoken communication skills 
	(
	

	· Ability to work with a wide range of people.
	(
	

	· Ability to motivate and inspire others.
	(
	

	· Ability to manage own time and work load, and work to tight time-scales and meet deadlines. 
	(
	

	· Ability to make informed decisions but also to know when

To refer upwards for advice
	
	(

	· Ability to work independently using own initiative and judgment, as well as in close co-operation with others.


	(
	

	Area D

PERSONAL QUALITIES
	
	

	· Have an interest in wildlife and the environment and an interest in sharing nature with children/families. 
	(
	

	· Tact, diplomacy and integrity.
	(
	

	· Flexible, reliable and adaptable with an innovative approach to problem-solving
	(
	

	· A ‘can do’ attitude to work and working relationships.
	(
	

	· Commitment to Cornwall Wildlife Trust’s mission, principles 
and values. 
	(
	

	· Be enthusiastic, creative, positive and professional.
	(
	

	· Able to work weekends and evenings. 
	(
	


	Area E

Miscellaneous
	
	

	· Encourage and display attitudes and behaviors which respect

And value equality and diversity
	(
	

	· Identify and act upon opportunities to increase the diversity of

the volunteer base
	(
	

	· Recognise and praise achievement and celebrate success
	(
	

	· Build, maintain and improve relationships with stakeholders to 
Achieve best practice outcomes
	(
	

	· Commitment to Cornwall Wildlife Trust’s mission, principles 
and values. 
	(
	

	· Be enthusiastic, flexible, creative, positive and professional.
	(
	

	· Able to work weekends and evenings. 
	(
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