Volunteering with Leicester City of Sanctuary

Volunteer Co-ordination Team

· Volunteer Co-ordinator 

Leicester City of Sanctuary is seeking people to help co-ordinate and support our growing group of volunteers
The Volunteer Co-ordination Team comprises: 2 Volunteer Co-ordinators, a Volunteer Co-ordination Administrator, and a Data Co-ordinator
Responsible to:  Lead Volunteer Co-ordinator

Hours: 3-4 per week 

Place of Work: in the City of Sanctuary Office or from home as appropriate 
Role Description

· Follow up enquiries from potential new volunteers and invite for an informal interview 

· Undertake informal interviews to: give an overview of Leicester City of Sanctuary, discuss the volunteering roles available, discuss the experience and interests of the volunteer, agree placements within LCofS or referral to an affiliated organisation

· Send follow-up emails or letters to confirm decisions made at interview, including start dates etc

· Pass details of new volunteers to Administrator and Data Co-ordinator

· Organise bi-monthly Volunteer ‘get-togethers’ 

· Supervise the Administrator and Data Co-ordinator

Requirements

· Ability to self-motivate and to motivate others

· Ability to prioritise, supervise and delegate

· Good communication and computer skills

· Patient but focused approach
PTO

Contact details

· Gill Buttery, Leicester City of Sanctuary Co-ordinator
· 0116 2616222 / 07716 073403 / Leicester@cityofsanctuary.org 
