Bristol Mediation

Job description

Post of:
Community Engagement Officer/Volunteer Coordinator
Responsible to:
Director
Responsible for:
Conflict Resolution Volunteers
Salary:
Pro rata:  £25,463 (SCP 28) 
Hours
21 Hours per week
Purpose of the Job:

This is a primary role to lead our community engagement activities and coordinate our volunteers.  This will include establishing strong and robust relationships with a diverse range of communities and stakeholders across the city with a strong focus on hard to reach groups and help us to establish a network of individuals who you will help develop as restorative champions and identify and coordinate a tailored package of workshops based on identified need.
As an agency we are committed to working in partnership with the communities in Bristol to help them gain greater understanding of restorative approaches and the outcomes and benefits that our work can bring to communities experiencing conflict/ASB and for residents to become active citizens through volunteering opportunities we have available.  

You will help us to develop and enhance key stakeholders relationships with a view to enhancing the range of training/workshops so that communities will have the skills and tools needed to be able to resolve low level conflict, and to develop as volunteer restorative champions and advocates for restorative approaches. 
Duties and Responsibilities:
· To work in partnership with community stakeholders and structures to help identify needs of communities across the city and develop and coordinate tailored and appropriate community engagement activities.

· To attend relevant community forums or other community themed meetings to maintain up to date knowledge of the issues being experienced.

· To identify barriers to individuals accessing our services and opportunities and work alongside the Director to develop solutions and ways forward.
· To identify, recruit manage and develop community volunteer champions to support and encourage engagement in restorative approaches.
· To help manage, monitor and evaluate volunteers within Bristol Mediation.  
· To regularly review and ensure that the level of support, supervision and training is adequate based on volunteers needs.
· To provide a point of access to all of our volunteers and provide relevant advice and information to relevant external organisations.
· To monitor, evaluate volunteer’s and ensure that databases are kept up to date.

· To work alongside the Director to ensure that policies, procedures, risk assessments are kept up to date in line with current practice/legislation and making any necessary modifications to accommodate changes.
· To assist with generating appropriate volunteering opportunities and role descriptions based on the needs of the organisation.
· Raising awareness (internally and externally) of the work of Bristol Mediation, the role and the function of volunteers;

· Assist with profile-raising events to attract new volunteers;

· Working with multiple agencies across different sectors in order to establish good working relationships to influence decisions;

· Undertaking additional tasks as required in agreement with Director/Trustees.
· To work flexibly including evenings and weekends according to need.
Person Specification - Skills and Experience needed for this post
Essential

1. Experience of project management/project planning including monitoring and reporting.
2. Experience of working directly with clients/service users.

3. Excellent organisational skills and ability to effectively prioritise and manage conflicting priorities and complex issues within communities and neighbourhoods.
4. Experience of quickly building rapport and establishing professional credibility and positive relationships with staff, volunteers and partners (internal and external) at all levels.
5. Communication skills that allow you to inform, help and advise clearly, and liaise with other professionals using a wide range of media.
6. Ability to negotiate and motivate, influence and engage with others in ways that leads to understanding and engagement.
7. Experience of community engagement and working with under-represented and hard to reach groups.

8. Ability to represent Bristol Mediation in a variety of platforms in a confident and professional manner.
9. Ability to understand and implement organisational policies.
10. Experience of volunteer management with sound knowledge of good practice and practical applications. 
11. Excellent listening skills/problem-solving skills.
12. High standards of reporting and presentation skills.
13. A clear understanding of conflict resolution/restorative approaches and a commitment to promoting them.  


14. Administrative and IT skills, and an ability to maintain records and produce clear written and oral reports
15. Flexible and non judgmental approach to people and work




           
16. A strong commitment to the principles of equality and diversity and working in a culturally sensitive way with people from a wide variety of roles and backgrounds 

17. A willingness to work flexibly including evenings and weekends.

18. Access to own transport and willingness to travel across the City of Bristol.




           
Desirable

1. Experience of volunteering
2. At least 2 years’ experience working within the voluntary sector/or community engagement activities.
3. Trained and experienced conflict resolution practitioner
4. A degree or HND in relevant subject, ie community development, human resource management, business studies or similar.

5. Experience of safeguarding issues and current legislation.
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