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Interim Programmes Manager
- ROLE DESCRIPTION -

Employed by:		UNA Exchange CIO
Responsible to:		Director
Responsible for:	Programme Officer 
Two European Voluntary Service post-holders			
Place of work:	The post-holder will be based in the UNA Exchange office at the Temple of Peace, Cardiff.
Travel:	The role will require travel for which expenses will be paid in line with the UNA Exchange Staff Expenses Policy.
Working hours:	This is a part-time position working a 28-hour week (0.8 FTE, based on a 35-hour working week).
Salary:	The role is benchmarked at NJC pay scale increment 27, £25,295 pro rata, with an employer pension contribution of 3% of gross salary. 
Period:	This is an 8-month, fixed-term post from May 2019, covering a period of maternity leave; subject to a successful funding application the role has the potential to be extended to March/April 2020.

THE ORGANISATION
UNA Exchange is a Cardiff-based international volunteering charity driven by a mission of peace and international solidarity. Since 1973, the charity has facilitated international exchanges to and from Wales, empowering individuals to take part in voluntary service projects that develop communities, protect the historic and natural environments and promote inter-cultural understanding. Aimed predominately at young people aged 18–30, UNA Exchange provides opportunities ranging from two-week residentials through to fully-funded 12-month overseas placements.
UNA Exchange receives core funding from Welsh Government through the National Voluntary Youth Organisations grant together with significant funding from the European Commission for delivery of Erasmus+ youth exchanges. Working in partnership with not-for-profit organisations worldwide, UNA Exchange is a member of the Alliance of European Voluntary Service Organisations and the UNESCO-affiliated Coordinating Committee for International Voluntary Service. UNA Exchange is also member of Bond, VINE UK, WCVA and CWVYS, which facilitates pan-Wales and UK-wide networking.

THE ROLE
The key purpose of the role is to ensure successful delivery of the charity’s portfolio of exchange programmes with particular focus on Erasmus+ and (subject to successful funding application) the new European Solidarity Corps. 
UNA Exchange has over 20 years’ experience of coordinating, sending and hosting European voluntary service programmes as part of Erasmus+ and predecessor programmes. This represents significant inward investment into Wales from the European Commission via the National Agency (Ecorys/British Council). 
Strategic hosting partners in Wales include: Boys’ and Girls’ Clubs of Wales, Valleys Kids, National Trust Stackpole, ASH Wales, ProMo-Cymru, Cae Tan CSA, Caerhys Organic Community Agriculture and Banc Organics. 
This is an interim post, covering a period of maternity leave. The post-holder will manage a Programme Officer and two long-term European Voluntary Service post-holders, with support from the Director and Administrative Assistant.

SPECIFIC DUTIES OF THE ROLE
Programme management
· Lead the planning and delivery of European-funded exchange programmes, including Erasmus+ European Voluntary Service (EVS) and European Solidarity Corps projects, maintaining records in line with the funder’s requirements.
· Manage EVS income and expenditure to ensure all European-funded programmes are delivered within budget, working with the Administrative Assistant to ensure transactions are coded correctly on Xero.
· Line-manage a Programme Officer and work closely with the Administrative Assistant to ensure delivery of individual programme targets, setting work plans, carrying out regular one to ones and ensuring sufficient support in their professional development. 
· With the Director, lead the planning and oversee delivery by the Programme Officer of short-term volunteering programmes (including overseas group volunteering and Wales-based work camps).
· Recruit EVS participants for UNA Exchange and partner organisations in Wales and oversee the recruitment of short-term in-coming and out-going volunteers.
· Lead cross-programme training; plan and deliver Host Training for EVS hosting organisations in Wales, on-arrival training, common days and complementary activities for in-coming EVS and pre-departure training for out-going EVS; oversee all other pre-departure and cultural awareness training; manage the training partnership with EIL UK.
· Monitor programme risks and escalate issues promptly to the Director; responsible for Health & Safety, well-being and safeguarding of hosted volunteers, including overseeing suitable accommodation and welfare provisions. 
· Build and manage cross-programme relations with domestic host organisations and overseas Alliance and CCIVS partners, supporting the Director to develop beneficial bilateral partnerships.
· Feed into strategic cross-programme planning activities and deputise for the Director.
· Attend local and national events to represent and promote the work of UNA Exchange. 
· Participate in training and professional development as required and maintain and develop the UNA Exchange team culture and capacity.
· Provide a smooth hand-over to the Programmes Manager on return from maternity leave. 

Programme monitoring and evaluation

· Provide support and monitor progress before, during and after placement for all EVS (incoming and outgoing); plan and conduct monthly common days and complementary activities, Volunteer Supervision Sessions (quarterly), mid-term and final evaluations. 
· Oversee Programme Officers and the Administrative Assistant to ensure that systems for monitoring and evaluation are used to capture and communicate the achievements of all programmes; this includes recording volunteer hours and capturing and effectively sharing impact stories.
· Work with the Director to ensure that programme impact is communicated to all relevant stakeholders; responsible for financial reporting and end of programme reports to the National Agency and contribution to reports to trustees and stakeholders, attending Board meeting as required.

PERSON SPECIFICATION
	
	Essential criteria
	Desirable criteria


	Education & professional qualifications
	· Educated to degree level.
	· Accredited trainer.

	Professional experience
	· Experience of project and resource management, including budget monitoring.
· Experience of reporting to funders and other stakeholders.
· Experience of line managing staff.
	· Experience of working in a small organisation and a willingness to take on a variety of tasks.
· Experience of supporting and supervising volunteers.

	
	· Experience of planning and delivering training.
	· Experience in the volunteering, youth and/or community work field.

	
	· Experience of building and maintaining relationships with a range of people and organisations.
	· Experience of working on EU-funded projects.

	
	· Target-orientated and able to work within the parameters of an agreed programme plan.
	· Knowledge of the voluntary sector in Wales.

	Skills & abilities
	· Highly organised, with a commitment to timely and accurate record-keeping.
	

	
	· Strong writing skills with the ability to produce succinct and timely reports.
	


	
	· Ability to use IT effectively, including MS Office (specifically Word, Excel and Outlook).
	

	
	· Able and willing to travel to other parts of Wales, with some overnight stays. 
	

	
	· Sensitive to the needs of working with young people and individuals from diverse backgrounds. Have recently had or be willing to undergo a DBS check.
	

	Personal attributes & disposition
	· Awareness and appreciation of cultural diversity.
	· Completed accredited Safeguarding training.  

	
	· Understanding of and commitment to volunteering. 
	· Varied travel experiences.

	
	· Ability to empathise with others to find solutions to challenges.
	· Previous personal experiences as a volunteer. 

	
	· The right to work in the United Kingdom.
	

	
	· Flexible approach to working hours; willing to work some evenings and weekends. 
· Hold a full UK driving licence.
	


[bookmark: _GoBack]

3

image1.jpeg
- Erasmus+





image2.png
VOLUNTEER ABROAD




