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UNIVERSITY OF ULSTER STUDENTS’ UNION
JOB DESCRIPTION:
Job Title:
VOLUNTEERING AND SOCIETIES COORDINATOR




(3 year fixed term contract)
Place of Work:
Students' Union, Jordanstown
Reporting to:

Student Engagement Manager

Hours:
Normal hours shall be 36.5 per week.   
Salary/Wages:
£18,729 - £19,833
Purpose of Job:
The Postholder will be responsible for establishing relationships with local community organisations to provide volunteering opportunities for students.  You will also promote the benefits of volunteering to students to fill these positions.  In addition, the Postholder will promote the internal opportunities to volunteer through Student Union Societies and our democratic structure.
KEY RESPONSIBILITIES:
1. Provide volunteering opportunities for students within the local community and through the Students’ Union

· Establish a database of local organisations with whom students can avail of voluntary placements
· Liaise with local community groups and students to develop bespoke volunteering projects to enable students to develop their skills, knowledge and experience and to increase the profile of Ulster students in the community

· Identify, along with the relevant staff members and Officers of the Union, opportunities for students to volunteer within UUSU (for example, through student sport or becoming a student activist.
2. Recruit, train and support student volunteers

· To develop and implement a Volunteering Strategy for UUSU

· To develop and implement a volunteer training programme to meet individual and group needs through accessing external provision and developing a local training programme

· To provide and organise regular opportunities for volunteers to get together to share ideas and experiences, and learn together

· Achieve the Investing in Volunteers award

· Liaise closely with the University’s Career Development Centre to ensure volunteering opportunities are enhancing the employability of Ulster students and to support students in gaining accreditation for their activities

· Ensure risk assessments are carried out for all new volunteer opportunities

· Maintain a volunteering database and undertake any other administrative duties associated with the role.

· Develop and disseminate promotional materials for students

· Track participation rates of students and report to the UUSU Trustee Board on progress against set targets
3. Raise and Give (RAG)

· To support and coordinate the development of RAG activities in conjunction with elected officers
· To support RAG Committee Officers in developing their
fundraising activities and to ensure compliance with fundraising law and guidelines  

4.   Societies

· To work with societies in promoting and developing their activities to students and to investigate future opportunities  for society activity and growth.

· To manage records of all societies, their officers, membership, activities and equipment

· Facilitate student societies  involvement in Freshers Fayre and student participation events/celebrations

· Advise the relevant sabbatical officer on the allocation and administration of site societies budgets
· Encourage and support Societies  to create individual development plans and handover materials to promote sustainability
· Monitor and approve Societies publicity and promotional material to ensure compliance with statutory legislation, University regulations and Union policy.

· Support and guide Societies officers and committees in their fundraising activities.

Environmental Policy Statement
The University of Ulster Students Union recognises that environmental issues are fundamental to the future health and well-being of those involved in our institution, the greater community, and our planet.  Thus, we seek to understand the impacts of our activities on the environment at local, regional and global levels, to minimise these impacts and to find sustainable solutions to environmental concerns.  We accept the responsibility of demonstrating leadership in environmental protection and enhancement through our actions as a Students Union. In support of these principles, the Union is committed to:

· Promoting the protection of the natural and cultural environment on campus. 

· Complying with all the relevant environmental legislation related to the Unions activities.

· Reducing and where possible preventing pollution through the development of effective resource and waste management strategies.

· Monitoring and auditing the Unions environmental performance and practice at regular intervals with a commitment to continual improvement of our environmental performance.

· Increasing awareness of environmental responsibilities among staff and students.

GENERAL

The Volunteering and Societies Coordinator will:
(i) At all times by word and deed portray a positive image of the University of Ulster Students’ Union;

(ii) Set high standards of integrity, punctuality, accuracy, politeness and professionalism by personal example.

(iii) To undertake such other duties as instructed as are within the scope and spirit of the job purpose, the title of the post and its grading.

NOTE:

Staff of the Students' Union are employees solely of the Students' Union and NOT of the University.    
The Students’ Union is an Equal Opportunities Employer

