Recruitment
Pack
Volunteer Co-ordinator

Who we are
Ouseburn Farm is a charity and working
community farm in the urban heart of
Newcastle upon Tyne.
Our story started in 1976 when parents from
Byker took over a plot of land on the site
where the Farm is now. They wanted their
children to have access to nature, to grow
their own food and take care of animals.
We’re now a registered charity and remain
true to our origins, giving 36,000 visitors a
year the opportunity to learn about the origins
of food and care for nature through
engagement with farm life.
We are also a care farm and our placement
programme for adults with learning
disabilities, difficulties and ASD (autistic
spectrum disorder) is central to our work. We
help our placements to learn new skills and
connect with nature, each other and their
community through meaningful activity in our
farmyard, gardens, kitchen, café and visitor
centre.

Our Values
We believe in people.
We believe in their strength, willpower and
courage. We believe in each other, in those
we support and in our community.

We won’t give up.
We stand by our region’s most vulnerable
people, we believe that everyone deserves a
chance to get to a better place.

We activate change.
We are a catalyst for change, supporting
small steps that lead to bigger
transformations.

We’re better together.
We invest in our region and our communities.
We’re serious about progress and take pride
in our relationships. We work with an open
mind and embrace new opportunity.

Recruitment Pack:
Volunteer Co-ordinator
We are recruiting a dynamic and enthusiastic Volunteer
Coordinator to oversee the recruitment, support, training
and retention of volunteers at Ouseburn Farm.
We are at an exciting time for the farm, growing the
charity and helping people get to a better place. With
nearly 100 existing volunteers, and a growing volunteer
offer here, you will report to the farm manager and be
accountable for volunteering processes here at the farm.
You will be a champion for our volunteers, ensuring that
their experience here is as good as it possibly can be.
Every day will bring its own challenges but also the
rewards of helping all our beneficiaries, volunteers and
visitors thrive.
We believe in flexible working and will consider other
models of work to full time.
If you would like an informal conversation about the role,
please get in touch with the farm manager, Hugh Stolliday,
at
hugh.stolliday@ouseburnfarm.org.uk or call 01912323698.

OUSEBURN FARM CHARITY LTD
JOB DESCRIPTION
VOLUNTEER CO-ORDINATOR
September 2021

RESPONSIBLE TO:

Ouseburn Farm Business Manager

JOB PURPOSE:
1. Under the supervision and direction of the Business Manager, to lead on the
recruitment, training and support of volunteers to help the successful operation
and management of an urban farm visitor attraction and education centre for
adults with learning disabilities/difficulties.
2. Working in partnership with staff from Tyne Housing (THA), support the
development and implementation of a new volunteer programme for Tyne
Housing, providing volunteering opportunities for Tyne residents as well as
recruiting volunteers from the wider community to work alongside THA staff to
enhance the services offered.
3. To work in accordance with the policies, practices and procedures as laid down
by Tyne Housing Association and Ouseburn Farm’s Boards and Management.

MAIN DUTIES
1. Working with the Ouseburn Farm Business Manager to own, develop and
grow a volunteering strategy and programme at Ouseburn Farm Charity,
ensuring integration with the wider Business Plan, Fundraising and
organisational strategies.
2. Working with THA staff, develop, implement and embed a volunteer strategy
for Tyne Housing, supporting the organisation to meet its strategic objectives

3. Review, develop and update volunteering recruitment channels, policies,
procedures and systems and ensure they are understood, followed and
embedded into day to day practice
4. Review and develop volunteer support infrastructure including:
a. Recruitment (including analysis of demographics for those involved in
volunteering)
b. Volunteer Supervision, management and development, including
induction
c. Volunteer Reward and Benefits, ensuring volunteers feel valued within
the organisation
5. Lead on the recruitment of all new volunteer roles as and when required,
utilising all channels, e.g. attending external recruitment fairs, working with
third-party recruiters, existing supporter communications, social media and
websites.
6. Lead on the training, induction and support for all volunteers across the
Charity, particularly those volunteers working with vulnerable adults.
7. Ensure Ouseburn Farm Charity and Tyne Housing follow best practice and
comply with current legislation in relation to volunteering to deliver safe,
legally compliant volunteering opportunities
8. Monitor, evaluate and report on the volunteer programme on a regular basis;
including the effective management of budgets for volunteer training,
development and expenses, and ensuring all volunteer records are up to date.
9. Ensure GDPR compliant mechanisms for recording and accurately tracking all
aspects of recruitment, retention, outcomes and impacts.
10. To be available and flexible to work on some evenings/weekends/early
mornings as required
11. Undertake any other duties as instructed by Ouseburn Farm Business
Manager
This is not an exhaustive list of duties and regular reviews will take place with
the post holder as part of their ongoing development and performance
management.
TERMS AND CONDITIONS
Annual Remuneration

£21,649 to £23,315

Hours of Work
Full time - 37.5 hours per
week (must be flexible to work evenings and
weekends when required)
Annual leave 26 days, plus 8 days public holidays
and an additional day’s birthday leave on
successful completion of probation
Notice period 4 weeks

All staff are employed subject to the successful completion of a 6-month
probationary period.
Specific terms and conditions will be as stated in the Terms and Conditions of
Employment document.
Supervision and support will be provided by the Ouseburn Farm Business Manager
The successful applicant will be subject to an enhanced DBS check.

Person Specification

Job Title: Volunteer Coordinator

Essential

Desirable

Criteria

Criteria

Qualifications

A relevant professional qualification in volunteer
management

A good standard of general education

Experience

*

*

Proven experience of recruiting, training, supervising and
managing volunteers

*

Experience in reviewing, developing and implementing
systems and mechanisms for volunteer recruitment,
support and development

*

Experience of development, management and monitoring
of projects in the voluntary or charitable sector

*

An understanding of best practice and legal frameworks in
relation to volunteering, including health and safety,
equalities and risk

*

Understanding and experience of working with people with
complex needs

Understanding of safeguarding when working with
vulnerable adults and children

*

*

Skills and Abilities

Ability to effectively plan and organise own workload and
coordinate other resources to meet deadlines

*

Ability to work collaboratively with the wider staff team,
stakeholders and volunteers to maximise impact

*

Ability to deal with stressful and difficult situations in a calm
and solution focussed manner

*

Ability to communicate orally and in writing to a high
standard, presenting information in a clear and accessible
manner

*

A high degree of personal motivation and willingness to
learn new skills, taking on challenges and to undertake
relevant training

*

A good level of ICT skills with the ability to use a range of
relevant applications and social media platforms

*

Flexible and creative approach to working with individuals

*

A strong commitment to excellent customer service and
quality

*

Personal Circumstances

Ability to work flexibly, including some evening and
weekend work in line with the requirements of the post

Clean driving licence and use of a car

*

*

