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Job Description
Job title:                
Volunteer Manager
Grade:                        8                 


Post number:  GLA2791
Directorate:          
Team London
Unit:                       
Communities & Intelligence
Job purpose
To manage the delivery of Team London’s Visitor Welcome and Events volunteering offer through key initiatives including the Team London Ambassador & Major Events Programmes. 
To ensure high quality volunteering opportunities are developed and delivered and that a diverse range of Londoners can access them. 
To work with the Senior Manager (Volunteering) to identify and develop new opportunities for the team and ensure that the current offer is aligned and adding value to initiatives and strategies across Team London and the wider GLA.
Principal accountabilities
1. Work with the Senior Manager (Volunteering) to create a pipeline of volunteering opportunities at major events for Team London volunteers.  Work with internal and external stakeholders to build this pipeline.
2. Oversee all relationships with these major events and act as the key point of contact for event organisers, ensuring they manage the volunteers in accordance with Team London’s code of conduct.  Ensure volunteer satisfaction is maintained across the events offer, and address feedback with event organisers.
3. Negotiate with event organisers to source and support opportunities for a diverse range of volunteers, including young people and volunteers with additional support needs.
4. Plan and deliver the Visitor Welcome programme, ensuring delivery is on time, to budget and provides a positive volunteer and stakeholder experience.

5. Manage relationships with location stakeholders to maintain positive relations between local landowners and the programme and identify and develop new sites for delivery
6. Manage logistical elements of the Visitor Welcome programme including seeking planning permission each year for the multiple pods across London, procuring uniforms   and technology resources and managing volunteer expense processes in liaison with the finance team.
7. Develop and deliver all resources/ materials required to support the Visitor Welcome programme e.g. volunteer handbook.
8. Develop and maintain an online volunteer application and management system for the events and Visitor Welcome programme, ensuring that data collection complies with GLA data protection policies.
9. Develop and deliver a programme of training for volunteers working with external training providers as required. Develop and deliver an appropriate selection of reward and recognition activities for volunteers including thank-you events, awards nominations etc 
10. Deliver attraction and recruitment campaigns that recruit sufficient numbers of volunteers and engage a diverse range of Londoners, including those with no previous experience of volunteering. Develop relationships with external partners to support this.
11. Carry out feedback and evaluation of the events and Visitor Welcome programme, ensuring this supports an increase in scale and quality and that high levels of satisfaction amongst volunteers are maintained.

12. Develop appropriate engagement and consultation mechanisms to ensure that volunteers views and ideas inform programme development.
Work closely with the Communications and Engagement Manager to ensure volunteers are communicated with effectively to ensure a positive volunteering experience.

13. Provide support to ad hoc projects and/or events, as directed by members of the Team London Unit.
14. Realise the benefits of London’s diversity by promoting and enabling equality of opportunities and promoting the diverse needs and aspirations of London’s communities.

Key contacts
Accountable to:    
Senior Manager Team London (Volunteering)
Accountable for:  
Resources allocated to the role, Project Support Officer
Principal contacts:  Visitor Welcome stakeholders, event organisers; borough site contacts,      Team London Ambassadors and major event volunteers
Person specification
Technical requirements/experience/qualifications
1. Ability to manage multiple projects to time and deadline and communicate to a large variety of audiences
2. Experience in volunteer management including the development and use of volunteering systems and processes
3. Knowledge of good practice and legislation relevant to volunteering and experience of applying it in a UK wide context
4. Proven track record of building and maintaining diverse stakeholder relationships
5. Experience of developing and delivering training
6. Experience of delivering large scale volunteering programmes and/or live events including the logistics involved in planning and “live time” delivery
7. Experience of working with digital platforms to support volunteer involvement is desirable but not essential

Behavioural competencies
Communicating and influencing
… is presenting information and arguments clearly and convincingly so that others see us as credible and articulate, and engage with us.
Why is it important?

So that we can effectively engage our diverse audience - colleagues, eternal partners and Londoners - and ensure they understand, respond to what we do and help us to deliver.

Level 2

Communicates openly and inclusively with internal and external stakeholders

Clearly articulates the key points of an argument, both in verbal and written communication

Persuades others, using evidence based knowledge, modifying approach to deliver message effectively

Challenges the views of others in an open and constructive way
Presents a credible and positive image both internally and eternally
Planning and organising
… is thinking ahead, managing time, priorities and risk, and developing structured and efficient approaches to deliver work on time and to a high standard.
Why is it important?

Success is measured by results. We will be judged by our ability to turn ideas and opportunities into concrete actions, working in partnership with others to deliver clear outcomes for Londoners in priority areas. 

Level 2

Prioritises work in line with key team or project deliverables

Makes contingency plans to account for changing work priorities, deadlines and milestones

Identifies and consults with sponsors or stakeholders in planning work

Pays close attention to detail, ensuring team’s work is delivered to a high standard

Negotiates realistic timescales for work delivery, ensuring team deliverables can be met
Organisational Awareness
… is understanding and being sensitive to organisational dynamics, culture and politics across and beyond the GLA and shaping our approach accordingly.

Why is it important?

We are a high-profile organisation, balancing statutory responsibilities with different demands and agendas. Our decisions can have wide repercussions on Londoners and beyond so we need to be able to navigate carefully and sensitively.

Level 2

Challenges unethical behaviour 

Uses understanding of the GLA’s compel partnership arrangements to deliver effectively

Recognises how political changes and sensitivities impact on own and team’s work

Is aware of the changing needs of Londoners, anticipating resulting changes for work agendas

Follows the GLA’s position in the media and understands how it impacts on work

Responding to pressure and change
… is being flexible and adapting positively, to sustain performance when the situation changes, workload increases, tensions rise or priorities shift. 

Why is it important?

We operate in a challenging social, economic and political context that is constantly changing. We need to respond to this positively and resiliently to ensure we continue to meet the needs and expectations of Londoners.

Level 2

Maintains a focus on key priorities and deliverables, staying resilient in the face of pressure

Anticipates and adapts flexibly to changing requirements 

Uses challenges as an opportunity to learn and improve 

Participates fully and encourages others to engage in change initiatives 

Manages team’s well-being, supporting them to cope with pressure and change

Building and Managing Relationships

… is developing rapport and working effectively with a diverse range of people, sharing knowledge and skills to deliver shared goals. 

Why is it important?

Having good working relationships with colleagues and effective alliances with eternal partners will help create an organisation people want to work with, enabling more effective delivery of the organisation’s strategic priorities.

Level 2

Develops new professional relationships 

Understands the needs of others, the constraints they face and the levers to their engagement

Understands differences, anticipates areas of conflict and takes action

Fosters an environment where others feel respected

Identifies opportunities for joint working to minimise duplication and deliver shared goal

Stakeholder Focus
… is consulting with, listening to and understanding the needs of those our work impacts and using this knowledge to shape what we do and manage others’ expectations.  

Why is it important?

Stakeholders are anyone (internal or external) on whom our work impacts. We need to manage their expectations, respond to their aspirations and use diverse views to shape our work and deliver our vision for London. 

Level 2

Seeks to understand requirements, gathering extra information when needs are not clear   

Presents the GLA positively by interacting effectively with stakeholders

Delivers a timely and accurate service 

Understands the differing needs of stakeholders and adapts own service accordingly

Seeks and uses feedback from a variety of sources to improve the GLA’s service to Londoners

Reasonable adjustment 

Reasonable adjustment will be made to working arrangements to accommodate a person with a disability who otherwise would be prevented from undertaking the work.
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