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Volunteer Coordinator Outline


                                                  A Volunteer Role
Various Voices London is urgently seeking someone with experience and expertise in volunteering to join the Volunteer Planning Group ‘Team London’ which is preparing for this major festival in May 2009. The four day festival is being coordinated by London’s 3 lesbian and gay choirs for the enjoyment of ALL and will be open to everyone to share in the positive experience of song and singing.
Key Responsibilities could include:

· The construction of a volunteer recruitment, training, organisation and management strategy

· Connecting with other groups and organisations to ensure that Various Voices emulates best practice and to encourage support, advice, assistance and active involvement in every aspect of volunteering activities to meet the needs of the festival and the organisation

· Work with other members of Team London to identify, collate and outline the volunteering tasks
· Draw up job descriptions and outlines for each volunteer task to include team leaders, supervisors, managers, providing a coherent and effective structure
· Recruit volunteers, identify and implement training needs and schedule training sessions
· Provide an overall plan and timetable to organise and control the large number of volunteers needed to run this festival
· Advice and provide information to the group to ensure all the needs of the volunteers and the volunteering needs of the project are satisfied
· Liaise with the health and safety officer in every space to ensure safe and appropriate working environment for all volunteers
· Lead a small group of volunteers with varying amounts of relevant ability to build your volunteer base

· Plan and organise training for volunteers using the resources within the group or seeking the specialist training expertise to ensure that all volunteers have the appropriate level of training to fulfil their tasks effectively

· Plan and organise recruitment initiatives , including free and paid for advertising

· Providing information for budgeting, supervise and authorise any and all expenditure within your agreed budget and complete the appropriate paperwork, working within the financial policy

· Maintain appropriate records and details for all volunteers including full contact information and next of kin details being cognisant of the data protection legislation.

· Working with our on-line project management system

· Have a working knowledge of employment law and practices, to apply in principle the same level of support and deal with challenging behaviour or volunteers who fail to meet the required standards of performance and problem solve and where necessary apply discipline in a professional and reasonable manner

· To motivate and manage a large number of volunteers during the festival responding in a positive and helpful manner to issues and problems with clear instructions in a polite and constructive manner
· Be available for the Various Voices Volunteers Rally an introduction to Various Voices London, getting to know you, working together: 13th September 2008 Southbank Centre from 11am – 1pm.
You will be:

· A good communicator and negotiator

· Able to work as a member of a team and motivate others

· Able to multi-task, prioritise and meet deadlines and targets

· Experienced in HR, volunteer management or event organisation

· Able to devote a variable amount of time to the project, we currently have a monthly evening planning group meeting and other meetings by arrangement, we would anticipate about 15 hours per month

The Rewards:

· Working as a volunteer with a team of other committed volunteers
· Contributing to a major prestigious event
· The knowledge that you are using your skills for something you want  to do rather than that you have to do
· Supporting others in the LGBT community both nationally and internationally
· This role is unpaid though reasonable expenses will be reimbursed
You will report to the Various Voices ‘Team London’ Planning Group; your line manager will be the Festival Director

To ask questions or send in your CV please email: martin.brophy@variousvoices.org.uk 
or telephone Martin on 07710353054
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Various Voices London 2009 is a festival of song and singing that will enable participants and audiences to grow through celebration and interaction. 
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96 hours of enjoyment, 
4 days of fun,
4,000 like- minded people. 

Southbank Centre, London

Singing performance, workshops, meetings, social activities and parties support a holistic approach to well-being; helping to overcome prejudices and preconceptions by bringing communities together in a welcoming atmosphere of fun and friendliness. 









Web: www.variousvoiceslondon.org.uk     Tel: + 44 ( 0 ) 0845 838 2057          Email: info@variousvoiceslondon.org.uk 

Various Voices London is a company limited by guarantee registered in England and Wales no. 06241703 and a registered charity no. 1124175, Registered office: LGMC, Hampstead THC, 213 Haverstock Hill, London. NW3 4AP UK

