Me2 Club Activities and Volunteers Coordinator
Title
Me2 Club Activities and Volunteers 
          Co-ordinator
Salary
£21,500 – £22,500 pa (dependent on skills and experience).  Funded by the National Lottery through the Big Lottery Fund.
Reports to


Me2 Club Projects Manager
Place of Work
Office is based in Woodley, Wokingham. Significant work is in the community.
Hours of work
Full time – 37hrs/week. This will include regular evening and some weekend work and requires a flexible approach.


Post is initially fixed term of 2 years (with continuation subject to funding).
Job Outline
To provide project and volunteer support to the Me2 Club which enables children and young people with additional needs, aged between 5 and 19, to integrate into mainstream activities of their choice in and around the Wokingham area. 
To provide leadership and support on residential overnight trips for young people with additional needs and their volunteers (3-4 per year, usually at weekends). 
Main Duties and Responsibilities
1.  To recruit volunteers who are suitable to work with children and young people with additional needs.
2. To assist in volunteer induction and development training sessions.

3. To provide support and guidance for volunteers attending activities with children with additional needs.
4. To build relationships with activity providers and parents. 

5. To make detailed assessments of children’s needs before attending residential activities

6. To be part of a leading team on residential overnight trips including leading activities and supporting children and volunteers.

7. To maintain accurate and up to date records to ensure effective monitoring and evaluation.

8. To undertake ongoing safeguarding administration duties including references, CRBs etc. 

9. To design and produce publicity and information literature.

10.  To be involved in other activities associated with the Me2 Club which may arise from time to time.

Summary of Main Contacts
· Me2 Club Projects Manager and Activities and Volunteers    Co-ordinator
· Volunteers

· Children, young people and families
· Activity leaders

· Me2 Committee

Required Knowledge/Qualifications
· Good understanding of a wide range of additional needs - Essential 
· Good understanding of Autistic Spectrum Conditions – Essential
· Understanding of equal opportunities – Essential

· Understanding of additional challenges facing children with additional needs when on residential trips - Desirable

· Knowledge of safeguarding systems eg CRBs – Desirable

· Educated to degree level - Desirable

Skills/Abilities (Essential unless stated otherwise) 
· Ability to assess and meet the support needs of children with additional needs.
· Excellent organisation, communication and interpersonal skills.

· Awareness of disability issues.
· Comfortable using texts, emails, and social media as major forms of communication with volunteers.
· Good administration skills.
· Good expressive writing skills, particularly ‘writing for purpose’ e.g. reports, newsletters, and for media. 

· Computer literate with good working knowledge of Microsoft Office, particularly using databases and desktop publishing.
· Able to use Adobe desktop publishing and media software (desirable)

· Ability to work with autonomy and as part of a team.

· Ability to work flexibly and manage own workload. 

· Confident delivering presentations/talks to a range of audiences

Experience
· Experience of working with children and young people with additional needs – Essential
· Experience managing and supporting volunteers – Desirable

· Experience of supporting children and/or volunteers in residential/overnight settings – Desirable

· Experience of, or willingness to, work with children with behaviour difficulties - Essential

Personal Qualities
· Enthusiastic approach.
· Rapport with children.
· Ability to communicate at all levels.
· Ability to maintain energy, drive and positivity over intense periods of work.

· Creative approach to problem solving

· Committed to the inclusion of young people with additional needs. 
· Committed to equal opportunities. 

Additional Factors
· Must be able to drive and have daily use of a car.
· Must be able and willing to work flexible hours.
· Will be CRB checked once position accepted.
