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Position:
Armed Services Advice Project Volunteer Development Officer
Term:





Fixed term, 30 March 2020
Location:




Edinburgh or Glasgow
Responsible to:



Head of Training
Line manager responsibility:

None 
Budget responsibility:


No
Date:





30 June 2017
Main Purpose of Job:

Citizens Advice Scotland is a partner in the Unforgotten Forces consortium in receipt of funding from the MOD Aged Veterans Fund. Part of the funding will be used to extend the reach of Citizens Advice Bureaux to provide support to veterans aged 65 and over. This requires a Volunteer Development Officer to assist bureaux with the recruitment, training and support of volunteers specifically to support this client group, with an emphasis on bureaux not currently involved in the provision of the Armed Services Advice Project. 

The main role will be to engage with and provide support to bureaux in recruiting and training volunteers, and to design and deliver training sessions through a range of mechanisms. Work with other organisations, especially those in the Unforgotten Forces consortium, to facilitate provision of support to veterans aged 65 and over by bureaux, will also be required. 

As the role supports bureaux throughout Scotland, considerable travel across Scotland, and the ability for occasional work outside normal business hours, will be required.

Key Responsibilities:

· Develop and deliver support for volunteer recruitment in conjunction with bureaux to increase volunteer numbers to support veterans aged 65  group by 40 by 30 March 2020, focusing on regions which are not part of the Armed Services Advice Project (ASAP).
· Develop and deliver training around the advice needs of older veterans to upskill new and existing staff and volunteers.  

· Deliver training to new volunteer advisers as part of the Adviser Training Programme.
· Work closely with existing ASAP bureaux to pass on knowledge gained in bureaux and from partner organisations to ensure consistency of service across Scotland and capture learning points to develop the service further.
· Identify and develop relationships with partners who might provide a source of volunteers. 

· Support bureaux to identify and develop relationships with partners, especially the other organisations in the Unforgotten Forces consortium, for mutual client referrals.
· Gather monitoring and evaluation information on the recruitment and training of volunteers, report progress to bureaux, CAS and the funder, and identify areas for improvement.  

· Carry out any other duties which may reasonably be requested by the Head of Training. 

The above job description is not exhaustive and is clarified to include broad duties inherent in the post. Evaluation and development of this post may, in time, indicate a need to revise duties herein. 
Person Specification:
	Knowledge, Skills and Experience

	Essential:

1. Experience of identifying training needs.
2. Experience of designing and delivering training.  

3. Experience of working with a wide range of organisations to develop relationships.
4. Knowledge and experience of advice work.
5. Excellent presentation skills.
6. Excellent written communication skills, including the ability to produce effective. recruitment and training materials, and reports.
7. Evidence of influencing and achieving consensus.
8. Ability to plan and organise to cope with heavy workloads and meet deadlines.
9. Evidence of monitoring performance and implementing improvements as a result.
10. Proficient user of IT, in particular Word, Excel and PowerPoint; the internet and email.
11. Ability to work well under pressure with minimum supervision.
Desirable:

1. Experience or knowledge of the Armed Forces community. 

2. Knowledge of the voluntary sector. 

3. Experience of recruitment and support of volunteers.
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