Volunteer Co-ordinator
Roles and Responsibilities

Organisation – Tingley Athletic Football Club
Role – Volunteer Co-ordinator
	Who will I be responsible to?
	How much time will I need to give to the job?

	The Club Committee

	

	Who will I be responsible for?
	

	
	

	What is the role of the Volunteer Co-ordinator?
	What sort of tasks are involved?

Tasks will include:

	Act as the first port of call for all new volunteers.  Run through roles and responsibilities of the position being taken over to ensure the volunteer is aware of his/her duties.

Ensure the volunteer is aware of the lines of communication within their role and of who to contact at the club.

Pass name and address of new volunteer onto the Child Welfare Officer so that we can begin the CRB process for the new volunteer.

	· Induct new volunteers into the club
· Awareness of CRB documentation required for all volunteers
· Liaising with Child Welfare Officer to ensure he/she is aware of the new volunteer
· Have a good understanding of the club and its structure to enable them to give the new volunteers an insight into the role for which they have volunteered or now who within the club can relay this information.

	Who can I call upon for help?

	

	· Child Welfare Officer

· Team Managers

· Club Committee

· Section Committees
	


