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Programme Officer
- ROLE & PERSON SPECIFICATION -

Employed by:		UNA Exchange CIO
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 for 28 hours per week (0.8 FTE, based on a 35-hour working week).
Salary:	The role is benchmarked at NJC pay scale increment 25, £23,836 pro rata, with an employer pension contribution of 3% of gross salary.
Period:	In the first instance this is an eight-month, fixed-term post with potential for extension subject to the securing of additional funding. 

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.



[bookmark: _GoBack]THE ROLE
The key purpose of the role is to deliver short-term exchanges to and from Wales, supporting the personal and professional development of volunteers and beneficial outcomes for communities around the world. With direction from the Programmes Manager, the post-holder will coordinate delivery of Group Volunteering, individual Volunteering Abroad and domestic work camps. 
For several years, UNA Exchange has worked in partnership with Cardiff University to deliver a bespoke Group Volunteering programme, most recently to South East Asia. Extending for up to a month, c. 50 students will take part in community development projects with overseas partners in Japan, Vietnam and Thailand in summer 2019. A new project with partners in India is also in preparation for summer 2020. The volunteers are recruited by the University with pre-departure training and on-placement support supplied by UNA Exchange. Looking ahead, the charity intends to purse development plans with further universities and youth groups across Wales. 
Each year, around 20 individual UNA Exchange volunteers take part in projects coordinated by Alliance and CCIVS partners worldwide and which are promoted and administered through the PLATO database. Pre-departure training and ongoing support is provided so that all out-going UNA Exchange volunteers make the most of their volunteering abroad experience, stay safe and recognise their achievements. UNA Exchange is currently in the process of becoming an approved activity provider for the Duke Edinburgh’s Award with the ambition of increasing volunteering abroad participant numbers. Provision of volunteering abroad opportunities in fulfilment of the Welsh Baccalaureate is also in the pipeline. 
Working with third sector partners across Wales, UNA Exchange also coordinates an annual programme of domestic work camps for international volunteers. In summer 2019 these will comprise camps with Grayhill Farm (Monmouthshire) and Caerhys Organic Community Agriculture (Pembrokeshire) together with a camp in Cardiff run by UNA Exchange.

SPECIFIC DUTIES OF THE ROLE
· Work with the Programmes Manager and Director to produce programme plans and targets for delivering Group Volunteering, individual Volunteering Abroad and domestic work camps.
· With direction from the Programmes Manager, work with host organisations to coordinate a programme of domestic work camps for summer 2019. 
· Work with colleagues to plan and deliver the UNA Exchange work camp in August, identifying and developing volunteer activities with third sector partners.
· Work with the Director to coordinate group volunteering projects for Cardiff University, liaising with overseas partners and supporting student participants. 
· Support the Director to develop the Group Volunteering programme, growing the opportunities offered to Cardiff University and developing new partnerships. 
· With support from the Programmes Manager, deliver training for volunteers, including pre-departure training for outgoing volunteers on the Volunteering Abroad and Group Volunteering programmes; recruit and provide leadership training for domestic camp leaders.
· Liaise regularly with the Alliance and CCIVS network and build good working relationships. 
· Work closely with the Administrative Assistant to ensure that systems for monitoring and evaluation are used to capture and communicate the achievements of programmes; this includes recording volunteer hours and capturing impact stories and effectively communicate them across UNA Exchange owned channels and externally. 
· Contribute to quarterly and end of programme reports to funders and trustees completed by the Programmes Manager and Director. 
· Work within strict budgetary limits for the programmes and ensure that all expenditure is in line with UNA Exchange and partner requirements.
· Ensure that all risks associated with the programmes are fully assessed and escalated, as appropriate. This includes due diligence to Health & Safety and Safeguarding, ensuring that emergency procedures are in place and effectively implemented. 
· Coordinate the new UNA Exchange Youth Panel, recruiting members, arranging meetings and feeding back to colleagues the work of the advisory panel.
· Be involved in recruitment and supervision of ad hoc office volunteers to support programme delivery. 
· Build relationships with volunteers to support growth of the UNA Exchange network of alumni and supporters.

PERSON SPECIFICATION
	
	Essential criteria
	Desirable criteria


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

	Professional experience
	· Experience of project coordination, preferably with partner organisations and/or volunteers.
	· Experience of working in a small organisation.

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

	
	· Experience of supporting and supervising volunteers.
	· Experience of working on grant-funded projects.

	
	· Experience of building and maintaining relationships with a range of people and organisations.
	· Excellent knowledge of the voluntary sector in Wales.

	Skills & abilities
	· Target-orientated and able to work within the parameters of an agreed programme plan.
	· Able to work through the medium of Welsh. 



	
	· Highly organised, with a commitment to timely and accurate record-keeping.
	
· Able to communicate in other European languages.

	
	· Ability to make use of volunteer support to ensure programme goals are met.
	

	
	· Ability to achieve results without constant supervision, to use initiative and take responsibility.
	

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

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

	
	· The ability to work effectively within a small and busy team.
	

	Personal attributes & disposition
	· 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.
	· Completed accredited Safeguarding training.  

	
	· Awareness and appreciation of cultural diversity.
	· Varied travel experiences.

	
	· Understanding of and commitment to volunteering. 
	· Previous personal experiences as a volunteer. 

	
	· Able to establish effective working relationships with staff, volunteers and other stakeholders. 
	· Hold a full UK driving licence.

	
	· Flexible and adaptable to change.
	

	
	· Ability to empathise with others to find solutions to challenges.
	

	
	· The right to work in the United Kingdom 
	

	
	· Flexible approach to working hours; willing to work some evenings and weekends. 
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