8 March 2010
Dear Applicant

Thank you for your interest in applying for a job with our organisation.

Please find enclosed an application pack(s). These documents are also available to download from our website.  

The closing date for applications is 5pm Monday 22nd March 2010 with interviews planned for week beginning 29th March 2010.
Only completed application forms which closely match the Person Specification (s) will be considered for interview.

Please note: CV’s will not be considered.

If you require any further information, please contact myself at the address below.
Yours sincerely

Kathryn Mackenzie

Manager
Checklist for returns:

□
Completed application form, including 2 referee details

□
Equal opportunities monitoring form
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Volunteer Centre Dundee

Job Description

Post: Project Co-ordinator, Volunteer Friendly
The Organisation:

Volunteer Centre Dundee is a ‘One Stop Shop’ for anyone who wants to find out about volunteering and for organisations which recruit volunteers.

It is a local voluntary organisation with charitable status and currently employs 8 members of staff and a varying number of volunteers, including its voluntary Board of Directors.

Purpose of Post:

The roll out of the licensed delivery of the Volunteer Friendly Award and toolkit across other Volunteer Centres in Scotland. Volunteer Friendly is a quality standard in volunteer management and a toolkit for capacity building.

Accountable to:

The Manager on a day to day basis.

The Volunteer Friendly Partnership with Dundee Voluntary Action.

Main Duties:

To establish necessary systems for project management, including budgets

To supervise the project Administrator

To co-ordinate the input to the project from other Volunteer Centre staff

To ensure the quality and accessibility of materials and resources to support this role.

To meet the training and customer service needs of Volunteer Centres (customers) taking forward the award

To enable Volunteer Friendly providers to network and explore peer assessment for quality control purposes

To generate more custom from Volunteer Centres not yet signed up

To report regularly on the project progress and make recommendations on its future sustainability

Other Duties:

Volunteer Centre Dundee aims to create a team approach to all its work.  All staff and volunteers are expected to contribute their skills and abilities to the overall success of the organisation. This means occasionally taking on duties other than those listed above.

Outline Conditions of Service:

Salary:
        

Within the ‘Scottish Joint Council’ scale point 23 - 26.  

£20,388 – £22,371 ( 21 hours pro rata)

Paid on a monthly basis. 

Normally paid directly into your account via BACs on the 25th of each month.

Place of work:

Number Ten, 10 Constitution Road, Dundee, DD1 1LL.

Hours of Work:

21 hours per week.

Occasional evening or weekend work may be required for which time off in lieu will be granted.

Holidays:

Annual leave is 21 days (rising to 25 after 4 year’s service) with 11 public holidays.

Leave year runs from 1st April to 31st March.

Pension:

Volunteer Centre Dundee offers a pension with The Pensions Trust, with a 14% employers’ contribution and a 6% employee contribution.

Termination:

This is a fixed term post up to 30 September 2011.

Volunteer Centre Dundee

Person Specification

Project Co-ordinator: Volunteer Friendly
	ESSENTIAL

	PREFERRED


	USEFUL EXTRAS


	· Experience of :

· Managing a project

· Monitoring & Reporting

· Organising training

· Promotion & marketing

· Skills and abilities in:

· Communication

· Customer care

· Knowledge & Understanding:

· Volunteer Management/HR

· Quality standards

· Equalities


	· Relevant qualifications to HND or equivalent

· Experience of spreadsheets and databases

	· Experience of working in the voluntary sector 
· Driving License and access to a car






POST TITLE: 


PERSONAL DETAILS

MOST RECENT POST – paid or unpaid

EXPERIENCE IN PRESENT OR MOST RECENT POST


RELEVANT KNOWLEDGE, SKILLS & EXPERIENCE

Use this section to tell us how you meet the job requirements.  Use the headings from the person specification.  You may draw on experience gained from employment, voluntary or other interests.


EMPLOYMENT HISTORY 
	Employer’s Name & Address
	Post Title
	Date of Start
	Date of Finish

	
	
	
	


EDUCATION & TRAINING Secondary/Further Education

	Courses/Subjects taken, detailing achievements
	Date

	
	

	Training/Development Details & Job Related Courses
	Date

	
	


DRIVING LICENCE



Volunteer Centre Dundee 

Staff Recruitment 

Equal Opportunities Monitoring Form

Please complete the following details, to allow us to monitor equality of opportunity in employment.  The information will be used for statistical purposes only. 





Name


National Insurance Number   
 


Post


Where did you see this job advertised?

I would describe my ethnic origin as:


I would describe my gender as:










I would describe myself as:
Disabled

Not disabled



My date of birth is :

APPLICATION FOR EMPLOYMENT


Please complete in type or black ink.


Only completed applications will be considered, not


CV’s.  If you have any difficulty in completing the form, 


please contact us. Return your completed application form to:


Volunteer Centre Dundee


Number Ten


10 Constitution Road


Dundee DD1 1LL





Surname:						Initials:








Address:						











							Post Code:				





Tel. No: (Home)						(Mobile)            





Post Title:					Salary/Wage:		Notice required:					





Employer’s Name & Address:

















Start Date:					Finish Date (if appropriate):


					


Job Purpose:					Reason for leaving:























(Please complete if the person specification indicates that a driving licence is essential or desirable)





Do you have a full current driving licence?    Yes  (   No  (





Do you have any penalty points?		Yes  (   No  (





If yes to the above, how many?		(





REFEREES


If you have worked, one referee should be your present or most recent employer.





1. Name:………………………………………         2. Name:…………………………………………………





     Address:.........................................		          Address:…………………………………………





     …………………………………..                          ………………………………………………





     …………………………………..                          ………………………………………………





Relationship 					         Relationship


to Applicant: .......................................                           to Applicant: …………………………………….





Please tick the box if you do not wish your referees to be contacted without your consent. It is our normal practice to request references prior to interview.





Referee 1 (					         Referee 2 (








DECLARATION


I declare that the information given on this application is true and understand that canvassing of any employee or member of the Management Committee, directly or indirectly, in connection with this application shall disqualify me.








Signed:	.....................................   Date:…………………………….. 











Project Information


Volunteer Friendly Project


Funded by the Big Lottery through SCVO’s SVA Programme





The overall aim of this project is to take the Dundee Volunteer Friendly Award for good practice in working with volunteers and roll it out across other Volunteer Centres in Scotland.





The main activities of the project are:


Complete editing of all Volunteer Friendly materials, particularly the workbook and toolkit of resources


Outreach training for participating organisations in the use of the material and the assessment process.


Creating a Volunteer Friendly website to locate the guidance Examples and Templates that make up the Volunteer Friendly Toolkit.


Net-work participating organisations for peer support and development of Volunteer Friendly beyond SVA funding.





The initial Volunteer Centres to be offered Volunteer Friendly are:


Aberdeenshire


East Lothian


East Renfrew


Falkirk


Moray


Perth & Kinross


Angus


Argyll & Bute


East Ayrshire


Fife


Highland


Inverclyde


North Ayrshire


South Ayrshire





The project will employ 2 part-time staff, a Co-ordinator and an Administrator plus involve existing Volunteer Centre staff indirectly.








For more information on the Volunteer Centres Network visit � HYPERLINK "http://www.volunteerscotland.org.uk" �www.volunteerscotland.org.uk�













































