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JOB DESCRIPTION
JOB TITLE:
   
Operation Christmas Child Volunteer Relations Coordinator
DEPT:
           Operation Christmas Child Domestic
REPORTING TO:  
Volunteer Relations Manager
JOB TYPE: 
    
Permanent, Full time – 35 hours per week

SALARY:

£20-£23k


Date issued:          June 2019
MAIN PURPOSE OF JOB

Provide Project, Event Management and Coordinator support to all aspects of implementing and developing the Connect* volunteer ministry of OCC UK.
Provides support to the Volunteer Relations Manager (VRM) by building and enhancing processes and strategies that effectively assist OCC staff and leader volunteers to recruit, select, equip, lead and develop multiplying Area Teams of Connect volunteers throughout the UK.

The objective of Connect teams is to encourage UK churches and individuals (together with schools, workplaces and other groups in their local communities) to engage in OCC’s mission to demonstrate God’s love in a tangible way to needy children around the world and together with the local church worldwide, to share the Good News of Jesus Christ.
*Connect is built on the High Impact Model of Volunteer Ministry, defined as "Restoring a biblical model of volunteer ministry and experiencing organisation-wide, powerful ministry effectiveness."

POSITION IN ORGANISATION
· The role will be within the OCC Domestic Department covering the whole of the UK.
· Reports to OCC Volunteer Relations Manager (VRM).
· Collaborates with Regional Managers, Connect Volunteers and those Office Registered Volunteers deployed to work within the OCC Dept.
· Cooperates effectively with OCC Senior Leadership Team (SLT), UK Logistics Department, and other SP departments.
· The role is based at the SP UK Head Office at Buckhurst Hill, Essex
SCOPE OF JOB

· Coordination of Connect Volunteer Ministry initiatives and projects (45%)

· Administrative support of Connect activities and volunteers (30%) 

· Prayer Mobilisation (5%)

· Church & Community Relations (5%)

· Administrative support of other OCC UK activities (10%)

· Personal development (5%)

DIMENSIONS & LIMITS OF AUTHORITY

· Involves close liaison and excellent working relationships with all OCC UK staff, including OCC Senior Leadership Team members and OCC Regional Managers.
· Involves close liaison and excellent relationships with OCC Connect volunteers
· Reporting into the position are seasonal/temporary OCC office-based administrative staff (where appropriate)
_________________________________________________________________
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MENTAL ABILITY 
Specialised knowledge of a function acquired through advanced formal training. ONC Level or 'A' Levels or Scottish Highers in job-related discipline may be included, or equivalent advanced craft certificate.  (NVQ-3).
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PROVEN ABILITY 
A prior record of proven ability to undertake fairly complicated procedures is required. Strong, positive attitude needed. Minimum of two years working experience is essential. 
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ADDITIONAL NOTES
In accordance with the Equality Act of 2010, there is an ‘occupational requirement’ for the post holder to be an evangelical Christian. The job holder should be committed to the purpose of Samaritan’s Purse and be able to demonstrate enthusiasm for the Christian purposes of the organisation and able to support and contribute to its Christian ethos.

DUTIES & KEY RESPONSIBILITIES
1. Coordination of Connect Volunteer Ministry initiatives and projects (45%)
i. Support VRM to build and enhance the High Impact Process: Recruit, Select, Equip, Lead, Develop volunteer leaders. (RSELD cycle). 

ii. Develop processes and materials for each phase of the RSELD cycle (e.g. enhancing ministry descriptions, application forms, training resources, coaching guidelines).

iii. Connect conference: Serve on the working group and support VRM in all planning associated with the conference in particular envisioning and equipping volunteers, (and in time assist Regional Managers to develop regional Connect conferences). This will include attending the conference and coordinating all aspects of hosting delegates.
iv. Vision Trips: Assists the VRM and lead RM to plan Vision Trips for Connect volunteers and other key partners as they participate in outreach events in countries that receive OCC shoebox gifts.
v. Full Circle Speakers:  Assist the VRM and lead RM to develop the Full Circle Speakers Bureau in the UK aligned to high impact principles and practice, and to deploy selected and equipped speakers as a resource to the Connect Area Teams.
vi. Communication and promotional initiatives: Assist the VRM in developing the resources for existing Connect volunteers and to attract prospects. (Some media resources will be created in partnership with the SPUK Comms team.)

2. Administrative support of Connect activities and Volunteers (30%)
i. Responsible for administration and files associated with Connect Volunteering (including maintenance of Volunteer Records on spreadsheets and databases).

ii. Administration of online Leadership Development Programme (LDP) and support VRM in ongoing implementation of LDP. 
iii. Support newly selected Connect volunteers on receipt of ‘Welcome’ taking every opportunity to encourage their understanding of High Impact principles of Volunteer Ministry.

iv. Collate and summarise regional monthly update for OCC Senior Leadership team and International Headquarters
v. Provide effective administration for preparing and delivering Connect Conference(s), National Coordination Meetings for the OCC staff team 3 times a year, OCC Senior Leadership Team meetings and other special events, e.g. speaker tours or visits to the UK by OCC international staff.
vi. Lead and support Connect coordinators with their administrative tasks in accordance with Regional Ministry Plans, mailings and local promotions, in accordance with regional ministry plans.
3. Prayer Mobilisation (5%) 
i. Assist VRM and lead RM to coordinate prayer mobilisation both for Connect implementation and wider ‘in-here’ and ‘out-there’ priorities and concerns within the OCC staff team.  Use a variety of formats (e.g. monthly prayer updates, ad hoc calls to prayer, prayer coordinators text ministry). 
ii. National prayer initiatives, including OCC National Days of Prayer and engages with regional and national OCC prayer teams
4. Church and Community Relations (5%)
Church, Community Relations and Media: Supports and attends local and national events, as directed and needed. This may include representing OCC at church events, regional and national conferences (e.g. exhibiting at Big Church Day Out) and being on the hosting team for other OCC-initiated special events. Also supports media relations activity, liaising with the SP Communications Team, as directed and needed

5. Administrative support of other OCC UK activities (10%)
i. Support the OCC Senior Leadership Team by facilitating all aspects of their communication with OCC staff.
ii. Support Donor Services team in responding to supporters’ and donors’ phone and email inquiries, especially during the OCC ‘season’: September to December.

iii. Provide administrative support towards meeting national and regional OCC goals and initiatives, including growth in shoebox gifts.

iv. Make domestic and international travel and accommodation arrangements support as required for members of OCC Senior Leadership Team and Regional Managers in an accurate and timely way.
v. Provide administrative support to OCC Regional Managers as needed.
vi. Manage OCC supplies, materials, promotional clothing and equipment, including items required for events 
vii. Participate in other special projects, as assigned, that influence administrative initiatives on a national level.
viii. Follow policies and procedures, in accordance with the Samaritan’s Purse Handbook. 

6. Personal Development and Other (5%)
i. Participate in devotions and prayer support for the ministry, its donors and volunteers.

ii. Maintain a strong Christian witness to volunteers, colleagues, suppliers, charitable beneficiaries, and the public.

iii. Maintains a personal relationship with the Lord, involvement with a local church and a journey of personal discipleship.

iv. Support the OCC staff team in prayer, encouragement and active support as we all play to strengths within the overall ministry. 

VRC/EF
PERSON SPECIFICATION 

Post:             Operation Christmas Child Volunteer Relations Coordinator
Date Issued: June 2019
	EXPERIENCE
	ESSENTIAL
	DESIRABLE

	Relevant and demonstrable experience
	Proven project management and administrative experience in the workplace (minimum one year).

Experience of working as a volunteer and with volunteers in charity, church or personal environments.

	Experience in an office environment 

Experience of motivating and leading volunteers 

Experience of working in the charity sector

	SKILLS
	
	

	Interpersonal


	· Ability to establish professional credibility and build good working relationships with others, being able to persuade and influence when necessary.

· Ability to interact courteously and with spiritual maturity with a wide range of people, inside and outside the organisation
	

	IT Skills


	Confident with all relevant Microsoft Office packages e.g. Word, Excel, Outlook, PowerPoint, with comfort in word processing, creating reports, handling queries and general data manipulation in Excel, and basic creative design (e.g. PowerPoint). Also experience in use of databases.
	Raiser’s Edge database experience 



	Communication
	· Ability to express oneself clearly in conversations and with internal and external contacts.

· Professional and confident telephone manner. 

· Ability to effectively present information and integrate OCC’s ministry ethos when responding to questions from managers, volunteers, and the general public
	All skills to be demonstrated from a working environment perspective 

	Literacy & numeracy
	· Ability to write professional business correspondence, procedure manuals and reports which align with OCC’s ministry ethos.
	All skills to be demonstrated from a working environment perspective 

	Project Management & Administration
	· Good planning, project and event management skills to conduct or coordinate research, analysis, proposals, and timely implementation of agreed outcomes.

· Excellent attention to detail including ability to analyse and correct information, and coordinate functions within deadlines.

· Excellent at processes and process formation including ability to organise, manage and improve systems and processes.

· Good ability to administratively support the OCC Senior Leadership Team and Regional Managers as they implement the Connect programme. 
	Excellent project and event management skills, demonstrated from a working environment perspective 

	Organisational
	· Ability to take initiative and work unsupervised when necessary. Ability to prioritise workload and meet deadlines under pressure.
· Excels at office administration and organisation.
	Minimum of 2 years’ office experience 




	QUALIFICATIONS


	ESSENTIAL


	DESIRABLE

	Education
	Educated to ONC, A-level or Scottish Highers standard in a relevant discipline. 

Minimum of Grade C in Math & English GCSE, or equivalent
	University or College Degree or equivalent

Word processing / database qualifications.


	ATTRIBUTES
	
	

	Commitment to purpose of organisation
	· Can demonstrate enthusiasm for the Christian purposes of the organisation 

· Ability to support and promote the organisation’s Christian ethos.

· Committed to the value of well-equipped volunteers and to developing them further (= high impact volunteer ministry)
	

	Occupational requirement to be an evangelical Christian
	· Demonstrates a personal Christian faith

· Seeks to commit matters to prayer 
	

	Work approach
	· A positive and flexible approach to work.

· Ability to use initiative and proactively identify what needs to be done before being asked.

· Ability to work alone but also in a team context

· Maintains a strong Christian witness to colleagues, suppliers, donors and the general public.

· Person must demonstrate ability to be flexible with changing roles and needs as the office grows and changes.
	


VRC/EF 250619

Page 6 of 6

[image: image1.jpg]