[image: image1.jpg]Unique opportunities for unique young people




JOB DESCRIPTION

	Job Title:


	PRISM City Farm – Volunteer Co-ordinator 


	Grade:


	SCP point 25

	Directly responsible to:


	Senior Projects Manager

	Directly responsible for:


	Inner City Farming Education Programme

	Conditions of service:


	As detailed in the contract of employment


The following information is furnished to assist staff to understand and appreciate the work content of their post and the role they are to play in the organisation. However the following points should be noted.

· Whilst every endeavour has been made to outline all the duties and responsibilities of the post, a document such as this does not permit every item to be specified in detail. Broad headings therefore may have been used below, in which case all the usual associated routines are naturally included in the job description.

· Officers should not refuse to undertake work, which is not specified on this form, but they should record any additional duties they are required to perform and these will be taken into account when salaries are reviewed.
	Prime Objectives of the Post



· To work alongside volunteers from the local community to ensure a seamless provision within a City Farm environment.
· To work with young people and volunteers especially those who are socially excluded, NEET or long term unemployed
· To support all volunteers to learn skills associated with horticulture, animal care & conservation activities and gain accreditation if appropriate.
· To recruit and work with all volunteers and referring agencies  

· To provide one to one support and supervision for volunteers 
· To support young people and volunteers to develop their self esteem, motivation and life skills.

· To encourage community members to be actively involved in the day to day running of the city farm
· To promote the production of fresh produce and increase awareness around using organic produce to increase health and wellbeing.  
· To achieve annual targets agreed with Manager.
	SUPERVISORY/MANAGERIAL RESPONSIBILITIES

	· No direct supervision responsibility for staff
· Supervise & support all volunteers 

· To work within an agreed budget 
· To prepare reports when required for Management & Funders 




	SUPERVISION AND GUIDANCE

	· Responsible to the Senior Projects Manager
· Personal initiative and self organising abilities expected to be exercised by post holder complex problems would be referred.

· To attend managerial supervision sessions (minimum quarterly)
· To attend staff meetings 



	RANGE OF DECISION TAKING

	· Responsible for all decisions made in connection with their duties
· To ensure that all activities have a complete and signed risk assessment.




	RESPONSIBILITY FOR ASSETS, MATERIALS ETC

	· Confidential files held in relation to young people, volunteers and providers

· Consumable office items, Computer equipment

· Personal protective equipment




	MAIN DUTIES

	· Maintain and develop appropriate working relationships with staff, young people volunteers and other partner agencies.

· Recruit, train and supervise volunteers in all areas of work relating to the farm.

· To promote benefits of working on an inner city farm project

· Report maintenance required to line manager

· To promote and develop work with young people and the community
· To ensure the implementation of PRISM’s Equal Opportunities Policy.
· To carry out such tasks and duties from time to time as required by the Managing Director of PRISM

· Adhere to all PRISM policies
· Support delivery of the Environment based Projects in line with PRISM’s Principals and Values Policy

· To work alongside other in house projects to ensure young people receive a seamless service.

To be an advocate for PRISM both within and outside the organisation.
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