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JOB DESCRIPTION

	Position Title:
	Volunteer Supervisor 

	Location:
	Greater Wellington, based in Hutt Valley

	Responsible To:
	Greater Wellington Manager

	Supervision Of:
	Refugee Services Volunteers

	Key Relationships:
	Internal

•
Greater Wellington Manager

•
Volunteer Programme Team Leader – Central Region
•
Social Workers, Cross-Cultural Workers and Case Workers
•
Volunteer Support Workers (VSWs)

•
Intake Coordinator

•
Volunteer Supervisors in other areas

•
National Volunteer Programme Coordinator
External

•
Agencies offering services to refugees

•
Former refugee clients and communities



	Hours:
	22.5 hours per week, to be spread over 4-5 days. Flexibility needed, as hours will include some evenings and weekends.
Contract is permanent.


Key Attributes

· Commitment to the work of Refugee Services and refugee clients

· Strong people skills which foster team commitment, promote partnerships and resolve differences

· Experience working with people of different cultures and religious backgrounds

· Knowledge and understanding of the refugee experience or refugee resettlement

· Experience in volunteering or has worked in the voluntary or social services sector 

· A confident and effective listener, communicator, public speaker and facilitator

· Excellent oral and written communication skills

· Excellent planning, organisational and time management skills

· Local knowledge of community and services
· Understanding of the principles of the Treaty of Waitangi and how it relates to refugee resettlement

· Ability to work independently and as part of a team
· Proficient user of Information Technology i.e. can operate confidently in a Windows environment

· Reliability, honesty and a sense of humour
· Ability to work well under pressure and respond creatively to the unexpected
· Experience supervising volunteers (desirable)
Objectives:

Refugee Services operates a nationwide network of trained Volunteer Support Workers (VSWs) to help welcome and provide practical support, friendship and advocacy for refugee clients during their initial months of resettlement in New Zealand. The main objectives are to:

· To develop a recruitment plan that promotes public awareness and supports ongoing volunteer involvement

· To recruit sufficient volunteers to meet the needs of each intake

· To gauge the interest and suitability of each potential volunteer
· To interview and appoint each trained volunteer to a team

· To support volunteers in their preparation for the volunteer role and during their field placements

· To establish and maintain regular volunteer contact and effective volunteer support, including volunteer support meetings
· To work with local staff coordinate the support available for client’s resettlement
· To assist staff and clients with resettlement tasks when required
· To encourage and promote effective communication for each refugee intake

	CORE TASKS
	KEY RESULT AREAS
	KEY PERFORMANCE INDICATORS
	COMMENTS

	1. Volunteer Recruitment 
	1.1
The Refugee Services Volunteer Programme is efficiently marketed and sufficient VSWs (Volunteer Support Workers) recruited to meet the needs of each intake.  
	1.1.1 
Advertising and publicity plans are developed and implemented.
1.1.2
Promotional activities are undertaken and speaking engagements attended
1.1.3 
Marketing and opportunities are maximized
1.1.4
Key relationships are developed

	

	2. Appointments and Allocations 
	2.1
Assistance with Selection and allocation of VSWs
	2.1.1
Assistance with course enquiries and enrolment when required
2.1.2 
Interviews with potential volunteers are held as required
2.1.3
VSWs are allocated to teams or activities (see volunteer models)
	

	3. Supervision and support of Volunteer Support Workers 
	3.1
VSWs are well informed and feel supported in line with agreed programme standards as per Refugee Services policy and procedures


	3.1.1
Appropriate supervision is arranged for all VSWs including mobile and short term volunteers.

3.1.2
Volunteers are contacted as required and clear and current information, referrals and advice provided.

3.1.3
VSW files are created and accurate records and statistics are maintained as per Refugee Services policy and procedures.

3.1.4
Feedback from VSW is collected, collated and passed on to the appropriate person in Refugee Services for further action
3.1.5
Suitable communication practices are established between the VSW, Volunteer Supervisor, Social Worker and Cross-Cultural Worker


	

	
	3.2
Regular contact is established and maintained with VSWs to agreed programme standards
	3.4.1 VSWs have regular opportunities for communication

3.4.1 VSWs feel supported in their role
	

	
	3.3
VSW teams are well supported and working effectively


	3.3.1 Regular ongoing professional support and mentoring of Team Leaders is provided ensuring that they have the information and skills to carry out their role

3.3.2 Checks are made to ensure that VSW teams are communicating effectively with each other and their refugee families

3.3.3 CRRS team reporting requirements are met, including the Community Connections Chart, 6 Week Resettlement Checklist and End of Placement Report and other documents for assessment of the CRRS.

3.3.4 Teams experiencing inter-personal difficulties are supported to develop a more cohesive working arrangement with VSWs reallocated where necessary.
	

	
	3.4
Pre-intake meetings and VSW support meetings are coordinated and effectively facilitated


	3.4.1 VSWs are encouraged to attend regular VSW support meetings

3.4.2 Meetings are held and support given to VSWs with referrals made to other Refugee Services staff as required

3.4.3 VSWs receive current and relevant information regarding local resettlement issues

3.4.4 VSW concerns are addressed as per Refugee Services policy and procedures, in liaison with the Volunteer Programme Team Leader and the National Volunteer Programme Coordinator

3.4.5 Appropriate follow-up is arranged for VSWs who are unable to attend a meeting

3.4.6 Fieldwork Tasks are collected and marked in a timely fashion and general issues raised are shared with other VSWs.


	

	4 Team Participation and Professional Development
	4.1
Effective communication with other staff is established and maintained 
	4.1.1
Active participation and contribution to the regular staff meetings 

4.1.2
Information is disseminated with other staff

4.1.3
Active participation and contribution to the regular Regional Volunteer Team meetings 


	

	
	4.2
Ongoing supervision, training and professional development is undertaken
	4.2.1
Internal supervision sessions are attended

4.2.2
Staff training sessions and planning meetings are attended


	

	5 Other Duties
	
	5.1.1 Provide direct practical support to clients and volunteers as necessary
5.1.2 Assist with volunteer training, as necessary

5.1.3 Administrative, reporting and office duties as required

5.1.4 Efficiently coordinate or support events that facilitate support for and connections between refugee communities, volunteers and staff
5.1.5 To contribute to the development of the National Volunteer Programme as necessary
5.1.5 Any other duties that may reasonably be requested by the employer from time to time.
	



