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Role Description – Volunteer Co-ordinator
	Role title
	Volunteer Co-ordinator
	Grade
	2
	Department
	Volunteers

	Reports to (1)
	Volunteers Manager
	Direct reports (1)
	None

	Key relationships / interfaces (1)
	Internal: 
	All internal departments

	
	External:
	Key stakeholders such as: Volunteer committees, members, potential members, customers, volunteers, suppliers, speakers

	Role purpose (2)


	Reporting to the Volunteers Manager, the role holder is primarily responsible for ensuring that a number of APM’s volunteers networks add value to the organisation, are at all times relevant to member needs and operate effectively and efficiently. The post holder will act as the lead contact for the relevant Committees and internal departments ensuring that groups are equipped to deliver a high quality service in line with customer needs and the APM Business Plan. 

	Breadth of responsibility (3)


	To support the Volunteer Manager in providing proactive support and development primarily initially to the branch network. Specifically this role facilitates the delivery of volunteer group activities as specified in the groups’ business plans and APM business plans and is the central point for communication for those groups as applicable into the Volunteers team.

	Dimensions and limits of authority (4)


	Issues and complaints which cannot be resolved by the Volunteer Co-ordinator are referred to the next level. Expenditure outside planned project budgets is escalated. 

	Key responsibilities / accountabilities (5)

	Key performance measures (6)

	· Ensure delivery of overall relevant volunteer groups’ business plans in line with APM objectives.
	· Progress is tracked against the plan and detailed metrics are produced to illustrate results.
· Is responsible for ensuring that any deviation from the plan is raised with the appropriate group and takes action to realign activity with the business plan.

	· Support volunteer groups in implementing and delivering business plans and budgets.
	· Progress is tracked against the plan and reported to groups regularly


	· Act as lead contact for a number of volunteer groups, ensuring that committees are aware of and are adhering to APM strategy and agreed business plans.
	· Stakeholder management plan to be produced, agreed and implemented that ensures relations with Volunteer stakeholders are as positive as possible.

· Regular communications are provided to the groups on APM strategy and business plans, with updates on business results.
· Groups are liaised with to ensure that the most up to date procedures are in force.

· Post holder attends at least 1 committee meeting per group each year.

	· Provide support to the Volunteers Manager
	· Volunteers Manager is supported as required.

	· Produce, agree and implement event plan for events 
	· Events are organised as per the plan and financial and quality targets are met in line with APM strategy and procedure.

	· Arrange, attend and capture output from Forums as requested
	· Volunteers’ forums are held as directed by Volunteer Steering Group.

· All Forums are attended, with outputs provided if requested

	· Plan and implement an effective multi approach marketing campaign for events
	·  Agreed plan is implemented for each event and financial and quality goals for events are achieved.

	· Collate and analyse performance data of the events
	· Data and feedback is actively sought from the Volunteers.

· The database is accurately interrogated to produce results for Volunteers.
· A performance report is collated and provided to the Volunteers Manager.

	· Ad-hoc projects as required by APM business strategy.
	· Projects are carried out efficiently and effectively.

	· Produce and publish monthly volunteers email newsletter as required.
	· Newsletter is published 3rd week of each month.

	· Facilitate delivery of Volunteer outputs, including (but not limited to) guides, web resources, reports, white papers, conferences, events and webinars
	· Outputs are delivered accurately and to previously agreed timescales as outlined in business plans.


Person Specification – Volunteer Co-ordinator
	Attribute
	Description


	Essential / desirable

	Qualifications (7)
	· Educated to degree level or equivalent (business or marketing related preferred)
	· Desirable

	Experience (8)
	· Work experience in an administrative role

· Work experience in a customer service environment
· Event marketing and management
· Webinar management
	· Essential

· Desirable

· Desirable
· Desirable

	Knowledge
	· Good knowledge of APM products

· Working knowledge of committee processes and workings
	· Desirable
· Desirable

	Skills
	· Good PC skills including Word, Excel, PowerPoint
· Slideshare and  bulk email software
· Database management

· Web based communication

· Good numeracy skills
· Organisational skills
	· Essential
Desirable
· Desirable

· Essential

· Desirable

· Essential

	Behaviour / competency (9)
	· Excellent communication skills

· Concern for accuracy

· Customer focus

· Initiative and proactivity
· Planning and organising

· Relationship building

· Resilience

· Results orientation
· Able to work on own initiative
	· Essential

· Essential

· Essential

· Essential

· Essential

· Essential

· Essential

· Essential
· Essential
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