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Beyond vision loss



Blind Foundation 

Position Description


1. Title and Reporting Relationships

Position Title: Recreation and Volunteer Coordinator
Reports To: Regional Leader (North)
Department: Community and Life Enrichment
Position Location: Hamilton
Hours of Work: Part time as per agreement
2. Purpose of Position
The primary goal of this role is to build the volunteer and recreation capacity in the region to support clients and Blind Foundation goals.  This includes recruiting volunteers, supporting local support groups, committees, developing recreation, and other life enrichment opportunities for clients.
3. Responsibilities of the Position

More specific objectives and key performance indicators will be included in an individual's performance development plan.
Key Objectives
Key Objective 1

· Life Enrichment Development
Tasks and Responsibilities
· Work closely with the Regional Leader and regional Recreation and Community Advisers to implement recreational, social and life enrichment opportunities for clients.
· Respond to individual client referral requests to assess, plan and support access to recreation and life enrichment opportunities. Complete documentation and reporting.
· Attend new client groups and provide advice and support to clients on how recreation and life enrichment activities can be adapted to suit blind and low vision clients.
· Work with local external community based clubs, sports, recreation and special interest groups suitable for clients and undertake blindness awareness training and support to assist client integration into their activities.
· Advertise and promote local, regional and national events to clients. Ensure up to date information is available.

· Work closely with regional Recreation and Community Advisors and Recreation Practice Leader to ensure all risk management policies and procedures are completed prior to engaging in any activities.
· Work with rehabilitation staff in providing holistic support to clients.
Key Objective 2

· Recruit and select volunteers
Tasks and Responsibilities

· Recruitment and sourcing of volunteers to support wider Blind Foundation goals and strategic direction.

· Work closely with all parts of the organisation to align volunteer recruitment and sourcing with local needs and demands.

· Coordinate recruitment of local volunteers required to support the wider organisational goals, including the CLE life enrichment goals.
Key Objective 3

· Train and support volunteers
Tasks and Responsibilities
· Establishment of local Volunteer Support Coordinators where possible, to support delivery of the wider organisational goals. 
· Ensure all volunteers are connected to and have regular contact with the Blind Foundation.

· Provide training and advice for volunteers, including induction, policy, safety, risk management, and other training, with support from the Blind Foundation personnel and other relevant organisations.

· Ensure volunteers receive recognition for their contribution to the organisation and its clients. 
· Champion best practice in volunteer management and ensure Blind Foundation staff are trained and aware of expectations and standards around volunteer management.
Key Objective 4

· Community Support
Tasks and Responsibilities
· Liaise with local community committees and support groups to ensure they have access to relevant client information and other information from the Blind Foundation to support their goals and have access to local staff for support and advice.
· Work with Regional Leader and Community Engagement Practice Leader to grow support groups where a need exists.
Key Objective 5

· Administration
Tasks and Responsibilities
· Maintain relevant volunteer and other necessary databases.
· Complete designated administrative tasks such as monthly reports, annual plan, volunteer records and updates to the website.
· Participate in meetings and planning sessions as required.
· Undertake training to increase skills and knowledge in accordance with Blind Foundation current and future requirements.
Health and Safety
Key Objective
· Ensure that the Health and Safety Policy is upheld and requirements are met.
Responsibilities

· All accidents, hazards, near misses, incidents are reported and recorded appropriately.
· All practicable steps are taken to minimise or eliminate hazards in the workplace
Miscellaneous

· Undertake specific projects and activities as necessary or as required to support the Blind Foundation.
· Perform any other duties as required.

4. Dimensions of the Position

Number of Positions Responsible For
Direct: N/A
Indirect: N/A
Shared Responsibility: N/A
Delegation of Authority: N/A
5. Key Relationships

Internal
· Regional Leader (North), Operations Manager, Community Engagement Practice Leader, Recreation and Community Advisors, Recreation Practice Leader, Volunteer Engagement Leader, Recreation and Volunteer Coordinator (Auckland, Tauranga) CLE staff, Client Services staff, volunteers, community committees and support groups, regional support staff.

External
· clients, community groups and organisations
6. Person Specification - Qualifications, Experience, Skills, Knowledge, and Attributes
Essential
· Practical experience in managing and coordinating groups of people and/or projects
· Practical experience in recreation/leisure/sporting environment with people of all ages

· Practical experience in influencing or facilitation

· Ability to develop and manage systems
· Excellent planning and organisational skills, including time-management skills
· Well-developed interpersonal and communication skills
Preferred
· Knowledge of volunteer management and supervision

· Excellent developmental skills (lateral/ conceptual thinker)
· Strong advocacy/negotiating skills

· Experience and understanding of training and teaching adults
7. Blind Foundation Values 
· Optimistic
We promote optimism and hope, and positively address challenges through being solutions focused. We encourage enthusiasm and energy for our cause. We support one another and practice positive approaches that builds resilience and strength for times of adversity.
· Connecting
We are inclusive, transparent, and communicate openly. We practice great teamwork, working together for the greater good. We build collaborative relationships, develop partnerships and connect across boundaries, enabling us to better achieve our vision and goals.

· Aspirational
We constantly strive for improvement, and actively look to learn from what we do. We challenge ourselves; we are agile, flexible, and open to change. We are responsive to innovations that improve the organisation and makes things better for clients.

· Empowering
We empower people, and enable self-reliance and fulfilment. We listen, and treat others with care and respect. We value diversity and are responsive to each person’s unique needs. We demonstrate accountability and integrity in our work.

I hereby acknowledge and accept the above position description as a part of my employment conditions with the Blind Foundation.
Name:

Signature:

Date:
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