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JOB DESCRIPTION

JOB TITLE:				Volunteer Coordinator - Homelands Trust-Fife
		
REPORTS TO:			General Manager 

RESPONSIBLE FOR:	Volunteers 

LOCATION (S):			The Paxton Centre, Homelands, Lundin Links, Fife

SALARY:				£13.45 per hour

HOURS: 	11.5 hours per week (flexible but to include hours when the café is in operation)

CONTRACT:  			1 year fixed - with a potential extension for a 
further year. 

1. About Homelands Trust-Fife

Homelands Trust-Fife is an award-winning charity providing inclusive holiday lodges and a welcoming community hub at the Paxton Centre. Thanks to previous grant funding, they have built a vibrant programme of community activities including craft and art sessions, gardening groups and a much-loved community café. 

As a result, their volunteer numbers have grown. Volunteers play a vital role across the café, gardening and community activities. To build on this success and sustain momentum, they are creating a new Volunteer Coordinator role.

2. The Role Purpose 
The Volunteer Coordinator will be responsible for supporting, developing and growing our volunteer team. This role exists to ensure volunteers feel valued, well-trained and supported, and that their experience at Homelands is positive and rewarding.
Working closely with the small staff team, the postholder will improve volunteer induction, training and communication, and help create meaningful volunteer roles that benefit individuals, our guests and the wider community.
3. POSITION IN THE ORGANISATION
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Key Responsibilities

· Recruit, induct and support volunteers across the Paxton Centre, community activities and Homelands gardens. 
· Develop clear volunteer roles, rotas and responsibilities, particularly for the community café
· Introduce and manage a flexible café rota, allowing volunteers time off and improving sustainability
· Provide ongoing support, supervision and recognition for volunteers
· Improve communication with volunteers, ensuring they feel informed, confident and appreciated
· Coordinate training opportunities and ensure volunteers receive a high-quality induction
· Support the growth of volunteer-led activities and increased opening hours of the community café
· Keep accurate volunteer records and support monitoring and reporting for the funded project
· Work collaboratively with staff and volunteers to create a welcoming, inclusive environment

Outcomes for this grant funded project. 

· Volunteers feel motivated, supported and valued
· Volunteers receive excellent induction and appropriate training
· Volunteer numbers increase, creating more opportunities for community engagement
· A flexible café rota is in place, allowing for rest, cover and extended opening hours
· The number of low-cost or free community activities increases

Person Specification

Essential
· Experience of working with volunteers, communities or within a customer-facing role
· Strong people skills, with the ability to motivate, encourage and support others
· Excellent communication skills, both verbal and written
· Organised and reliable, with the ability to manage time and priorities effectively
· A friendly, approachable manner and a genuine interest in community wellbeing
· Ability to work independently and as part of a small team
· Understanding of the importance of inclusion, equality and respect
· Willingness to work flexibly to meet the needs of volunteers and activities

Desirable
· Experience of coordinating or supporting volunteers
· Experience of working in a community café, charity or community setting
· Knowledge of safeguarding, health & safety or volunteer good practice
· Experience of developing rotas or coordinating groups of people
· Basic IT skills for record keeping and communication

Personal Qualities
· Positive, enthusiastic and encouraging
· Patient and supportive
· Adaptable and solution-focused
· Comfortable building relationships with people from all backgrounds
· Committed to the values and aims of Homelands Trust-Fife

What We Offer
· A supportive, friendly working environment
· The opportunity to make a real difference to the lives of people with disabilities and the local community
· Flexible working hours where possible
· Paid holidays and pension scheme
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