Volunteer Services Co-ordinator – Inpatient Units
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Job Description

Title:


Volunteer Services Co-ordinator – Inpatient Units
Location:
Home based / Lincoln Inpatient Unit
Reporting to:
Head of Volunteering 
Responsible for:
N/A

Grade:


Our Vision

Our vision is a world where dying with dignity, compassion and having choices is a fundamental part of a life

Our Mission

Our mission is to ensure all individuals facing the end of their life in Lincolnshire receive dignified, compassionate care when they require it and where they ask for it. 

Our Values

Aiming High

We reach for excellence and set the standard for others to follow. Celebrating individual and collective success and actively looking for ways to be even better.

Being Courageous

We push boundaries and provide challenge - standing up for what is right and supporting others to make a difference across all aspects of our work. 

Working Better Together

We recognise the power of community; building connections and relationships which help us make a positive contribution. Respecting and valuing all contributions - we are ONE team, united and inspired by our common purpose.

Having Heart

People are at the centre of all we do. We’re proud of our ability to work in tough situations with resilience, empathy and kindness.

Doing It Right

We are ethical, honest and use resources respectfully. Taking responsibility for our actions and doing what we say we’ll do - we challenge others to do the same.  

PURPOSE OF THE JOB:

The purpose of this role is to offer enhanced support and ownership of Volunteering within patient facing roles of the Trusts Inpatient Unit (IPU) in Lincoln and as a support and connection to the Staff and Volunteers in the Hospice in the Hospital in Grantham. This role will be responsible for the attraction, recruitment, interviewing, training and integration into the Lincoln IPU teams whilst having a broad knowledge of all Volunteering roles within the organisation in order to match interest and skillsets to appropriate roles as needed. This role will primarily support and provide cover for the Volunteer Services Co-Ordinator – Wellbeing Centres, along with the Volunteer Services Administrator as required
Main Duties & Responsibilities
· The post-holder will work cohesively with local Clinical and Estates Teams, with responsibility for ensuring an adequate and competent Volunteer workforce, available to cover as required for patient stays and patient visitors and for ensuring a sufficient team of Volunteers are available and supported in their roles as Volunteer Receptionists and Gardeners. 
· The post-holder will work closely with the IPU Managers to deliver role training to new Volunteers to ensure they are safe and legal in their roles, including elements of infection prevention, hand washing, food hygiene and safeguarding as well as any enhanced PPE or cleaning requirements in place at the time.
· The post holder will develop a working knowledge of CQC Safer Recruitment guidelines and ensure that Trust onboarding processes and procedures are in line with those guidelines, standing up to inspection scrutiny to maintain an outstanding CQC rating.
· This role will be responsible for the Co-ordination and ownership of Volunteer rotas and engagement with Volunteers through team meetings, supported by others as needed.

· The post-holder will support the Volunteer Services key performance indicators whilst also developing and maintaining team integration, engagement and retention within local teams.
· This role will work closely with the Volunteer Services Administrator, being responsible for ensuring all onboarding materials are completed in a timely manner and returned for processing to minimize the onboarding wait time. 
· This role, liaising with the Administrator, is also responsible for ensuring that periodic training such as annual mandatory training refreshers, driving documentation and DBS materials are completed in good time to prevent the Volunteer having to be temporarily stood down.
· This role will assist the Volunteer Engagement Officer in the attraction of Volunteers for IPU settings. With specific targeting for these roles likely to include bespoke talks and presentations to interested groups in the locality such as the Medical School, local schools and Colleges.
· Working with the Volunteering Engagement Officer, this role will help to Co-ordinate the interest and offers from organisations and businesses wishing to complete give back or charity days as part of their employment offers. This will usually involve a team supporting with larger gardening tasks, fence painting, provision of benches, garden furniture etc. The post-holder will also link in with Fundraising and Marketing to ensure a positive experience for these corporates and nurture corporate interactions that can grow across other areas and enhance their support offers.
· This role will be proactive in the recognition of Volunteers, working alongside others to help develop thank you events, Volunteers Week and Christmas etc.
· The post-holder will be responsible for working alongside the Volunteer Administrator to ensure Volunteers who are away from their roles for a period of time are kept in contact with, offered support and reviewed in a timely manner. Those returning should be reintegrated as appropriate to their individual needs. Those who leave should be updated to the Administrator in good time to allow thank you letters to be sent out in a timely manner to ensure a good end to their Volunteering journey with the Trust. 

· Working with colleagues within the team to support the rollout of initiatives for Volunteer recruitment, retention, engagement and wellbeing as directed.
· Assist other team members with Volunteer Recruitment at major events on rare occasions if required.
· Provide Volunteer KPI information as required from engagement activities.
· To carry out any specific tasks commensurate with the Grade as requested by management.
General Duties and Responsibilities

· Lead by example and ensure that behaviour is in line with the Core Values of the Trust

· All St Barnabas employees are required to abide by the Health and Safety at Work Act, attend annual mandatory training sessions and ensure that they comply with Hospice policies and procedures at all times.
· Employees must demonstrate commitment to their own personal development and are required to make a positive contribution to fundraising and raising the profile of the Hospice, locally and nationally.

· Strict confidentiality applying to all aspects of Hospice business must be observed at all times.

· To carry out any other duties as appropriate to the role and as required by Line Management.
· ADDITIONAL DUTIES
All employees of the St Barnabas Hospice Trust (Lincolnshire), St Barnabas Promotions Ltd. and St Barnabas Shops Ltd., all hereafter referred to as employees of “the Trust”, are expected to comply with the general duties detailed below:

· Infection Control and Prevention

All employees of the Trust are required to:

· Maintain a clean and safe environment, minimise risks of infection, report infection control issues of concern to their line manager and attend mandatory infection prevention training.

· Work in accordance with their local infection control procedures and in adherence to the Code of Practice for the Prevention and Control of Healthcare Associated Infection as outlined in the ‘Health and Social Care Act 2008’.

· Safeguarding Children, Young People and Vulnerable Adults

The Trust is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults.  All staff and volunteers are therefore expected to behave in such a way that supports this commitment.  For further details please refer to the 'Safeguarding Vulnerable Adults Policy and Procedure' and to the 'Safeguarding Children Procedure'.  Should you have any concerns about any child or vulnerable adult that you encounter in the course of your St Barnabas duties, please report these to your line manager and / or to the Family and Carers Support Services team.  

· Health & Safety

All employees of the Trust are required to:
· Take reasonable care to prevent injury to themselves or others who may be affected by their acts or omissions.  

· Co-operate fully in discharging the Trust’s policies and procedures with regard to Health & Safety matters.  

· Immediately report to their manager any shortcomings in Health & Safety procedures and practice.  

· Report any accidents or dangerous incidents to their immediate manager and safety representative as early as possible and to complete and submit the relevant accident / incident form.
· Use appropriate protective clothing and equipment when required.

· Whilst the aim of the Trust is to promote a co-operative and constructive view of Health & Safety, all staff must be aware that a wilful or irresponsible disregard for safety matters may give rise to disciplinary proceedings.

· General Policies, Procedures and Practices

All employees of the Trust are expected to comply with all Trust policies, procedures and practices and are responsible for keeping up-to-date with any changes to these.

· Duty of Candour


All employees of the Trust are required to:

· Be honest, open and truthful in all their dealings with patients and the public, and ensure that organisational and personal interests are never allowed to outweigh the duty to be open, honest and truthful.  

· This supplement to your job description should be regarded as an additional guide to the duties you are required to perform and is not intended to be definitive or restrictive in any way and does not form part of the contract of employment.

This supplement to your job description should be regarded as an additional guide to the duties you are required to perform and is not intended to be definitive or restrictive in any way and does not form part of the contract of employment.
This job description is not exhaustive.  It will be subject to periodic review and may be amended following discussion between post holder and employer.
SELECTION CRITERIA
	
	Essential Criteria
	Desirable Criteria
	How & When

Tested

	Education / Qualification


	· GCSEs at grade C or higher in at least English and Maths or equivalent academic or vocational qualifications, e.g. NVQ level 1 / 2 in Customer Care or Business Administration.
· Full driving licence and a car available for use for work with business insurance
	
	· Application Form

· Certificates

	Skills / Abilities


	· Confident communicator, able to tailor engagement to different demographics
· Outstanding personal organisation skills
· Ability to plan and prioritise own daily and weekly tasks

· Excellent communication skills and ability to communicate confidently and effectively with a wide range of people 
· Ability to work well within a team and be self-motivated
· Competent in the use of Microsoft Office packages (Word, Excel, Outlook) at an intermediate level
· Proactive, innovative and able to use own initiative to improve processes 

	
	· Application Form

· Interview

· Assessment 

· References

	Experience


	· At least 2 years’ current experience of working within a co-ordination role involving rota planning   
· Ability to converse with individuals at all levels and to act discreetly.  

· Excellent customer care skills and ability to ‘go the extra mile’ when dealing with colleagues and external parties.
	· Experience working with volunteers

· Experience in recruitment and selection

	· Application Form

· Interview

· Assessment 

· References

	Knowledge


	· Knowledge and understanding of engagement and communication techniques and how to apply them to different audiences

	· Knowledge of Volunteering in the third sector
· Understanding the different roles of departments within a Hospice
	· Application Form

· Interview

· Assessment 

· References



	Motivation and personal attributes


	· Personal integrity

· Ability to interact confidently with people at all levels
· Ability to build rapport, trust and confidence with colleagues and the public.
· Self-motivated

· Flexibility

· Ability to work on own initiative and part of a team
· Ability to work confidentially, remain calm under pressure and to support team colleagues. 

· Acts as a credible role model for the team and organisation.
	
	· Application Form

· Interview

· Assessment 

· Presentation

· References


Job Description Agreement

I declare that I have read the Job Description and Person Specification and confirm that this is an accurate and fair description of the role.


Signature
Date

Job Holder:

Line Manager:
April 2024

