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Job description 

Job title: EURO 2020 City Volunteer Recruitment & Training Manager
Grade: 7
Directorate: Communities and Intelligence 

Unit: Team London & Sport
Job Purpose 

Team London has been appointed to deliver the London Host City Volunteering Programme for the 2020 UEFA European Football Championship. The EURO 2020 City Volunteer Recruitment & Training Manager will work as part of a team of colleagues at the GLA and in close partnership with the FA and UEFA to plan, implement and deliver a world class, meaningful and memorable volunteer programme across London during tournament time. 

The post holder will be responsible for developing and delivering recruitment, selection and training processes for the Host City Volunteering programme on behalf of Team London.
Principal Accountabilities 

1. Work closely with the City Volunteer Manager to plan and deliver the volunteer attraction phase, ensuring that sufficient numbers of volunteers are recruited, and diversity targets are met.
2. Oversee the volunteer recruitment process from application stage (approx. 10,000 applications) to role allocation for all volunteers in accordance with Team London volunteer policies.
3. Oversee the planning and operational delivery of selection events and interview centres for up to 7,000 prospective volunteers, including overseeing all staff and volunteers allocated to supporting the delivery of the selection centres.
4. Support the content creation and coordination of the volunteer training journey for all volunteers in accordance with Team London volunteer policies and in liaison with UEFA

5. Deliver training sessions to prospective volunteers.
6. Deal promptly and professionally with all enquiries relating to the Host City volunteer programme and escalate complaints appropriately

7. Transition to an operational role during the event, supporting the effective deployment of volunteers and acting as a key point of contact for volunteers and stakeholders to resolve any issues during ‘live-time’ delivery. 
8. Manage and monitor the relevant areas of the budget efficiently and effectively.
9. Promote and enable equality of opportunities and promote the diverse needs and aspirations of London’s communities.

10. Realise the benefits of a flexible approach to work in undertaking the duties and responsibilities of this job, and participating in multi-disciplinary, cross-department and cross-organisational groups and project teams.

Key relationships 

Accountable to: 

EURO 2020 City Volunteer Manager
Principal contacts: 
EURO 2020 Project Team, FA, UEFA, GLA Events Team, GLA Culture Team, Team London colleagues, resources allocated to the role.
Accountable for: 
City Volunteer Recruitment and Training Coordinator x2, City Volunteer Recruitment & Training Assistant x2.

PERSON SPECIFICATION 

Technical requirements/experience/qualifications

1. Experience in developing and delivering training content, preferably including in a volunteer environment.

2. Experience of working on large-scale volunteering programmes and/or live events including the logistics involved in planning and “live time” delivery.

3. Experience in volunteer management / co-ordination
4. Successful track record of staff management.

5. Ability to project manage complex projects with multiple delivery partners to time and deadline, manage multiple stakeholders and communicate to a large variety of audiences.

6. Experience of administering online platforms or databases for the management of volunteers or employees.

7. An understanding of operating in a politically sensitive environment and handling communications in this environment.

8. Confident communicator and presenter.

9. Demonstrable experience of recruitment, preferably volunteer recruitment.
10. Experience of developing and delivering attraction or marketing campaigns, preferably in a digital environment.
Behavioural Competencies.
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.

Level 2 indicators of effective performance
· 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

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.

Level 2 indicators of effective performance

· 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 

Building and managing relationships

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

Level 2 indicators of effective performance

· 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 goals

Communicating and influencing
Level 2 indicators of effective performance

· 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 externally 

ORGANISATIONAL AWARENESS

… is understanding and being sensitive to organisational dynamics, culture and politics across and beyond the GLA and shaping our approach accordingly.

Level 2 indicators of effective performance

· 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. 

Level 2 indicators of effective performance

· 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 

Special circumstances

Please note that this role will involve regular travel to Wembley and may require the post holder to work from the FA offices on a regular basis.

The post holder will be required to work evenings and weekends during training, selection and deployment phases for which time off in lieu will be provided. 

Reasonable adjustments
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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