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[bookmark: _GoBack]About with Friends is a Cromer based charity working with young people and adults with learning disabilities, some of whom may also have physical or sensory disabilities or behaviours that challenge. 
Our mission is to provide our members the opportunities they are entitled to. We support our members to live a life they choose by developing their skills and confidence for independence including building friendships and being part of their local community.
 
Our Work Skills programme (Monday to Saturday) provides a variety of real work and service delivery opportunities for our adult members working within the local community.  These include a café, a tearoom and a retail shop in town, well established catering, gardening services and a retail production section. In addition we upcycle furniture and other small items in our woodwork and craft production areas. Our Salon, Home skills and Employability placements also offer a wide range of learning opportunities for our members.
Supported Living and Outreach services provide members support to live in the community, carry out a range of living tasks, budgeting, cooking, health appointments, trips out in the community and much more. We also support members in having holidays of their choosing. AWF is regulated by the Care Quality Commission (CQC) and maintains a strong compliance record. In 2023, AWF achieved a Good overall rating, with Outstanding in the Responsive domain.
We adhere to all regulatory requirements, maintain robust quality assurance systems, and remain committed to continuous improvement and excellence in support delivered to our members.
Following the successful approval of our Home Support tender, we have progressed with the development of our own property, The Hollies, located locally. This facility has been converted into a supported living setting providing accommodation and assistance for four female members, with AWF delivering 24-hour care and support.
We run a wide ranging Leisure programme of social activities for our members; these occur mainly evenings and weekends with activities including swimming, cinema and day trip outs in the community. In addition we offer residential holidays to a variety of places as chosen by the members.  

Our Bespoke service is a 1:1 based programme which caters to the member’s individual needs. The service tailors activities and timetables to an individual based on their needs and ability, this can include therapy based sessions, work skills and weekend activities.
.     

	Job Title

	Volunteer and Engagement Coordinator 
	Salary:
	From £26,812.50  £29,835
Point 7 – Point 11

	Reports to:

	Elliott Large – Worskills Manager

	Location:
	Workskills and/or across sites where needed. 

	Service:

	Core
	Hours:
	37.5 hours per week
9am – 4.30pm 



	Overall purpose of the job: In your role, you will play a key part in supporting the day-to-day running and ongoing development of the Workskills. You will take increased responsibility for volunteer engagement, communications, and administration, working closely with colleagues to ensure the service continues to operate in a person-centred, inclusive, and supportive way.
To assist all services in the recruitment and induction of new bank staff and volunteers ensuring the recruitment and induction process is followed in line with the Safer Recruitment Policy. To assist all areas of the charity with the promotion of services across all media and marketing platforms. To produce marketing material for all staff and services in line with management requests.  The role will also require a full range of administrative duties to support the management across all services as and when requested by your line manager. To provide front of house reception and administration as and when required.  This role requires excellent communication and administration skills. 



	· Key Principal responsibilities, but not limited to:
· All paperwork in connection to job/volunteering offer, bank contracts, bank/volunteer offer letters, occupational health check and all other relevant administration of new bank or volunteers 
· Ensuring DBS and relevant paperwork are in place for volunteering and bank staff
Induction of volunteers and bank workers
· Increase volunteer numbers with suitable applicants
· Coordinating agreed mandatory training for individual volunteers and bank staff and kept up to date
· Supporting volunteer rotas, engagement, and record-keeping in line with safeguarding, GDPR, and organisational policies
· Seeking opportunities and coordinating the planning of recruitment and job fairs along with HR Manager and attending internal and external networking where needed.
· Advertise job opportunities across all recruitment platforms
· Coordinate recruitment processes when required and provide administrative support to the HR Manager during busy periods or where additional support is needed..
· Promoting communications activity, including social media, newsletters, and promotional materials
· Assisting with activities, events, and community engagement opportunities
· The design of all marketing and advertising literature as requested by Management team.
· Maintain the charity’s social media platforms to ensure content is relevant, engaging and reflective of current activities and developments. Seeking grant and fund raising opportunities with member involvement where appropriate.
· Working in line with safeguarding and quality standards to promote a safe environment for adults with learning disabilities
· Work flexibly and professionally across all areas of the organisation with colleagues and management team.
· Ensure the organisation is at all times represented in a professional and positive manner
· Answer telephones and distribute calls to relevant services
· Undertaking regular supervisions with the volunteer/bank staff
· Having a visible presence to all volunteers and bank staff
· Supporting members when required



	Health and Safety:
The job holder must ensure they comply and are up to date with All about Friends policies and procedures in relation to health and safety, having specific regard to adult and child protection and safe guarding, confidentiality, and data protection and follow correct reporting procedures. The jobholder must ensure activities are delivered within AWF health and safety guidelines and that risk assessments are in place.



	Policies: 
The employee is responsible for familiarising themselves and adhering to the About with Friends policies and procedures. 




	Line Management responsibilities: N/A



	Job knowledge and experience: (E = Essential D = Desirable) 


	· Experience of working with people with learning disabilities - E

	· Experience of working in groups - E

	· Current knowledge of safeguarding adults at risk - E

	· Experience of dealing with adults who may have behaviours which challenge - E 

	· A positive approach and able to adapt to change - E

	· Good organisation and communication (Verbal and written) - E

	· Excellent knowledge of IT, including in house Database and Email - E

	· To be able to work across disciplines and undertake a variety of tasks - E

	· To keep accurate records - E

	· Good general education - E

	· Ability to work on own initiative  and as part of a team - E

	· Full driving licence - E

	· Willing to work weekends when required –E
· Experience with Grant funding  - D






Head Office: Norwich, U.K., Tel: +44  1603 767438, Fax: +44 1603 767441, E-mail:headoffice@uwg.co.uk
Aberdeen Office: Tel: +44 1224 619300, Fax: +44 1224 619308, E-mail: aberdeen.office@uwg.co.uk
Dubai Office:  Tel: +00 971 (0) 4 883 6162, Fax: +00 971 (0) 4 883 6808, E-Mail: dubai.office@uwg.co.uk	
Houston Office: Tel: 001 713 973 1976, Fax: 001 713 467 0887, E-mail: headoffice@uwg.co.uk
www.uwg.co.ukTHE QUEENS AWARDS FOR
 EXPORT ACHIEVEMENT


Volunteer Engagement & Communications Coordinator
JD – Recruitment & Volunteer Coordinator 
Description Prepared by: Updated S Harwood                                                                     Date: 1/2/2026
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