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Element 9 – Workforce Coordinator Job description

	Role

	The role of the Workforce Coordinator is to coordinate the recruitment and organisation of volunteers within the club.

	Skills
· Well organised and able to delegate 
· Enthusiastic and a good motivator
· Approachable 
· Confident and effective communicator 

	Duties & Responsibilities
· Main contact for all volunteers
· Get to know all club volunteers and potential volunteers by name
· Ensure all key roles have job descriptions
· Maintain up-to-date volunteer records
· Manage ‘squad representatives’ to help:
· Backfill volunteer vacancies
· Sign up volunteers for club events
· Promote volunteer training 
· Recruit ad hoc poolside help
· Communicate volunteer vacancies to the Chairperson and Committee to ensure:
· Gain support in filling key roles required to run the club
· Aware of any potential gaps that may cause issues to run the club
· Co-ordinate the implementation of the volunteers requirements 
· Liaise closely with the Welfare Officer to support them in their role to ensure that each volunteer is aware of the Wavepower 2016-19 (ASA child protection policy and procedures)
· Broker handover between incoming and outgoing volunteers
· Ensure volunteers are directed to the ASA website for useful information on volunteering
· Recruit new volunteers and organise training events, e.g. Team Manager courses
· Organise social events for volunteers

	Commitment
· An average of 2 hours per week, increasing at times of recruitment or arranging training.  Attendance at committee meetings, as required. 

	Beneﬁts to Self
Contribution to creating a network and pipeline of volunteers to support the Club, providing our swimmers with the best opportunity to train and compete.

	Further Development Support
· Handover – electronic and paper files provided by outgoing volunteer. 
· Essential toolkits and information to support the role:
· Wavepower 2016-19: The ASA Child Safeguarding Policy & Procedures -http://www.swimming.org/asa/clubs-and-members/safeguarding-children/
· ASA Volunteering Hub - http://www.swimming.org/volunteering/
· ASA Volunteer Resources – provides Good Club Guides on key volunteer roles, including Workforce Coordinator - http://www.swimming.org/volunteering/volunteer-resources/



Useful Websites
ASA webpage		www.swimming.org/asa
Sport England		www.sportengland.org
NSPCC			www.nspcc.org.uk
Volunteering England	www.ncvo.org.uk/nvco-volunteering
DO-IT			www.do-it.org.uk
Sports Coach UK	www.sportscoachuk.org
Hy-Tek			www.hy-tekltd.com
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