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FFLAG

Supporting families and our
LGBT+ loved ones with pride

Job Description

Title: FFLAG Volunteer Coordinator
Hours: 15 hours per week (2 days)

Flexible hours (to be agreed with your manager)
Occasional weekend or evening hours may be required

Salary: Range c. £26,000 - £30,000 pro rata

Annual Leave: 30 days plus bank holidays (both pro rata)

Pension: Pension scheme in place, in line with auto-enrolment requirements
Tenure: Permanent

Location: Home based with an occasional requirement to travel to training events, conferences and other
relevant FFLAG meetings

Reports to: Operations Manager

About FFLAG

FFLAG is a national voluntary organisation dedicated to supporting parents, families and their LGBT+ loved
ones. We offer support through our website, helpline, email answering service and local parents support
groups. These services primarily offer support to parents who learn their child is LGBT+ and are provided by
parents who have had the same experience. Our aim is to help parents, families and friends understand,
accept and support their LGBT+ members/friends with love and pride. FFLAG members are parents, carers,
families, friends and allies of LGBT+ people and the charity is overseen by a Board of Trustees. We have no
office base but do meet face to face for Board meetings, local groups, conferences, training and attend other
events such as local Prides.

Job Purpose

Reporting to the Operations Manager, the role holder will recruit, organise, train, motivate and develop
volunteers, keeping them engaged and effective in supporting FFLAG's work. You will work closely with the
Operations Manager to determine priority volunteer roles for recruitment and use your expertise and
experience to guide and manage the process.

You will develop volunteer materials, such as the handbook and volunteer training. You will monitor and
evaluate volunteer activity and prepare reports for the Board. You will be FFLAG's Safeguarding Lead and
provide regular supervision for support volunteers.

A key part of the role is to keep FFLAG volunteers motivated and engaged, and to deploy them to carry out
activities that support FFLAG's mission.

Key Duties and Responsibilities

1) Volunteer Coordination

Coordinating FFLAG's volunteer programme, including:

® Report to the Operations Manager and liaise with Trustees
e |dentify the type of volunteers FFLAG needs, recruit and deploy volunteers appropriately

e Coordinate the volunteer recruitment process including publicity, interviews, DBS checks; take up
references; provide training; issue volunteer materials and allocate roles

e Keep volunteer records and DBS checks up to date



Develop volunteer materials including training and the volunteer handbook, keeping them up to date

Maintain and update the Volunteer Code of Conduct, and ensure volunteers understand and adhere
toit

Ensure all volunteer activities are safe and risk assessed according to FFLAG policies
Propose, monitor and evaluate volunteer activity and prepare reports for the Board
Communicate and engage with volunteers to motivate, develop and encourage their retention

Act as FFLAG's Safeguarding Lead, keep up to date with safeguarding requirements and hold regular
volunteer supervision

Be a member of the Services and Support Committee

2) Other responsibilities and duties

Manage the volunteering email inbox, responding to or forwarding emails as appropriate

Attend, contribute to and report on relevant internal meetings, training sessions and external events,
and report to Board meetings as required

Support the Operations Manager with events, as required
Adhere to all FFLAG policies and procedures

Be an ambassador for FFLAG, demonstrating and upholding our values with all stakeholders

Person Specification

FFLAG Volunteer Coordinator

LGBT+ Awareness

Experience of and empathy with the LGBT+ community
Appreciation of the issues that can occur when there are LGBT+ family members
Passionate about equality and diversity

Aware of how different cultures and religions respond to LGBT+ matters

Volunteer co-ordination and development

Experience of recruiting volunteers
Experience of organising the assessment and training of volunteers
Experience of managing a team of volunteers

Experience of motivating volunteers and keeping them committed and engaged so that they are
retained, even if the requirement for their time is intermittent

Safeguarding

Understanding of safeguarding principles and best practice, particularly in relation to vulnerable
adults

Experience of, or willingness to undertake, safeguarding training appropriate to the Safeguarding
Lead role

Confident handling and escalating safeguarding concerns appropriately, in line with FFLAG policy

Office and Admin Skills

Confident using phone and computer and able to resolve basic problems - remote IT support can be
accessed if needed

Competent using Teams, Zoom, Word and Excel, or similar office software

Experience of setting up and keeping records in a way others can understand and use



e Experience of using a CRM would be an advantage

Personal Qualities
e Able to pass Enhanced DBS screening for vulnerable adults
e A'self starter" able to work on your own initiative and meet deadlines

e Self-motivated, and comfortable with remote working

Equipment

The postholder will be provided with a smartphone to use for all FFLAG work.

A laptop, tablet and printer will be provided.



