
	Job Title: 
	Time Bank Coordinator

	Reporting to: 
	Volunteering Programme Manager

	Hours: 
	35 hours per week 

	Term:
	1 Year Fixed Term Contract, extension subject to funding

	Salary:
	£27,000 + 6% employer pension

	Leave: 
	25 days annual leave, 2 annual volunteering days + bank holidays

	Location:
	Unit C, Place/Ladywell, 216 Lewisham High Street, SE13 6AY and other locations as required

	Purpose of Job
To lead the Rushey Green Time Bank project to coordinate a programme of activities to reduce health inequalities and support people to improve their wellbeing. Engage people to connect with each other in a community setting to develop their skills by volunteering and sharing their time and skills with others. Instill co-production and maintain a programme of member-led activities that successfully engage people in a multicultural environment and with a strong commitment to inclusion and diversity.

	Time Bank Coordinator Responsibilities
Coordination, outreach and mobilisation
· Engage isolated individuals, incentivise them to be active and remain connected through volunteering and time and skills exchange
· Process referrals, and obtain references and DBS Checks as necessary
· Foster and support purposeful wellbeing projects designed to engage members to participate and volunteer in programmes of tasks and objectives to be achieved in designated time frames
· Encourage projects attracting younger adults and incentivise them to connect with and support other people within the time bank constituency
· Supervise time bank exchanges and assess suitability of participants
· Signpost and support new members to volunteer in the organisation’s health and wellbeing projects e.g. Wild Cat Wilderness, Lewisham Foodcycle and those from the Lewisham Borough of Culture 2022 programme
· Maximise use of PLACE/Ladywell for group projects and volunteering activities
· Ensure members are involved in the designing, leading and implementation of projects so that the time bank is co-produced and members are active contributors
· Ensure members are conversant with the time bank digital tools
· Carry out risk assessments and ensure all procedures are put in place for the safe delivery of single and/or ongoing ‘assignments’ for members to share skills with each other, and in all other group activities and projects
· Ensure the activities programme is fully inclusive and intergenerational
· Liaise with the Lewisham Community Connections team for effective and relevant social prescribing referrals, ensure feedback mechanisms are maintained
· Engage with other social prescribing projects and networks


Managing participants
· Review current membership and align the services to ensure the users are engaged and volunteer in the projects of the organisation
· Induct new members to ensure understanding of time banking, coproduction, reciprocity and their individual responsibilities
· Design and implement action plans for referrals with lower mental health needs and signpost them to the appropriate designated activities within the organisation
· Maintain robust boundaries around capacity to support individuals with enduring mental health needs and their dependency on one-to-one support
· Ensure activities are delivered within a framework that promotes and follows safeguarding procedures
· Ensure members’ safety on assignments, and follow up on assignments afterwards
· Provide guidance and support to new and vulnerable members
· Ensure conversations, behaviours, access and activities are inclusive and welcoming.
· Ensure any members are trained to lead activities and have clear roles and responsibilities through regular 1:1 sessions where appropriate
· Facilitate training and workshops where necessary for members
· Manage any member expenses and arrange payments as necessary

Communications and marketing
· Produce communications materials and organise promotional activities
· Design materials and messages that are accessible, inviting and reflect our diverse and multicultural setting  
· Produce regular newsletters and e-bulletins
· Collect stories and photos
· Manage social media and website
· Attend stakeholders events and relevant forums to represent the organisation

Monitoring and evaluation
· Develop feedback processes for all stakeholders participating in the programme
· Collect and collate consistent quantitative data and qualitative information to demonstrate effective outcomes and to help improve the service
· Provide monthly statistical data, quarterly monitoring reports and other information for project evaluation reporting

Sustainability and Fundraising
· Develop with senior leadership a continuous fundraising plan to increase unrestricted income through events and donations
· Ensure participants co-produce the time bank and contribute to its longer term sustainability

Core Team Responsibilities
· Build and share knowledge and intelligence: 
a. within the team to increase the effectiveness of the organisation
b. with local partners via networks, communication and website to enable civil society in Lewisham to develop and grow
· Establish new connections between organisations and individuals to access resources and contribute
· Build strong and effective local relationships across sectors
· Be a visible, active, positive and engaging presence within the community and at local events, activities and meetings. Attend stakeholders events and relevant local assemblies to represent the organisation
· Contribute and create regular communications content for our network
· Champion the role of local giving, contribution and civil society in Lewisham across our network
· Help other team members at times of increased workload and/or specific events in collaboration through discussion with Director & Business Lead
· Contribute to office organisation and administration responsibilities to ensure the effective running of the organisation and staff presence at the office premises
· Manage volunteers and admin support in the organisation to achieve the portfolio and charity’s aims and objectives
· Attend regular team meetings and supervision sessions as required
· Undertake training and development as required
· Contribute to writing grant applications for future projects and core work

This is not an exhaustive list of tasks and you may be asked to undertake any other reasonable duties in connection with the role. Job descriptions are reviewed regularly and may be amended at any time in accordance with the needs of the organisation.

PERSON SPECIFICATION

	[bookmark: _heading=h.gstjuhv2pu4d]Relevant Experience
	Essential
	Desirable

	Working in the voluntary and community sector particularly with service users
	X
	

	Managing and developing projects and meeting outcome-based targets
	X
	

	Recruiting, developing and incentivising volunteers
	X
	

	Developing volunteer opportunities
	X
	

	Supporting people to access volunteering opportunities
	X
	

	Assessing the developmental needs of volunteers 
	X
	

	Establishing and building effective relationships with diverse people and groups 
	X
	

	Initiating partnerships and collaborative work
	X
	

	Developing and delivering training/facilitating workshops
	X
	

	Setting up and maintaining systems and procedures
	X
	

	Report writing, dissemination of information in an engaging way 
	X
	

	Safeguarding and the protection of volunteers while undertaking duties
	X
	

	Event planning and hosting
	X
	

	Experience of managing individuals
	
	X

	Fundraising - writing grant applications and fundraising events
	
	X

	[bookmark: _heading=h.gjdgxs]Strategic development of services
	
	X

	[bookmark: _heading=h.ali9wxiex2ra]Knowledge and understanding 
	Essential
	Desirable

	The values and ethos of volunteering, community participation, co-production, asset-based community development 
	X
	

	Motivations and barriers to volunteering
	X
	

	Communication needs and capacity of volunteers and community sector organisations
	X
	

	Good practice in the recruitment and management of volunteers
	X
	

	Benefits of volunteering
	X
	

	Practice and promotion of equity, equalities and inclusion
	X
	

	Monitoring and evaluation techniques, evaluating and measuring the social impact of projects including soft outcomes
	X
	

	Understanding of digital platforms to build engagement and communications across people and communities
	
	X

	Lewisham area and local voluntary and community sector organisations
	
	X

	GDPR
	
	X

	Skills and abilities
	Essential
	Desirable

	Strong organisational and time management skills, meeting targets
	X
	

	Engaging people, encouraging, incentivising and developing volunteers 
	X
	

	Effective interpersonal and influential skills, communicating confidently to a range of stakeholders, funders, cross-sector partners
	X
	

	Effective negotiation and interpersonal skills, influencing diverse audiences
	X
	

	Working in collaboration and developing effective trusting relationships
	X
	

	Excellent command of written and spoken English
	X
	

	Ability to work on own initiative, and to manage and prioritise own workload
	X
	

	IT skills - MS Office, e-mail, internet and adapting to new digital software
	X
	

	Managing small budgets
	
	X

	Personal Qualities
	Essential
	Desirable

	Excellent interpersonal skills
	X
	

	Positive, a creative energy, solutions focused, finding imaginative and practical solutions and make well-considered decisions
	X
	

	Self-motivated 
	X
	

	Empathy
	X
	

	Managing boundaries
	X
	

	Work flexibly
	X
	



AVAILABILITY
This post requires working on occasional evenings and weekends



