1. Volunteer Coordinator
MAIN PURPOSES OF THE POST

The Global Grooves team are seeking a Volunteer Coordinator to oversee a Volunteer team during the Afoxé Manchester project. This role is essential for the final event on Saturday 1st August 2009, as the majority of the Global Grooves team will be engaged in the performance as musical directors and artists, and therefore this post would be responsible for coordinating all Volunteers to ensure the smooth running of the event for all participants. All Volunteers will also be given a costume to wear for the final event to become an integrated part of the procession group. 
TASKS

· Manage all volunteers – ensure all volunteers know where they must be and when, what their individual responsibilities are (to be discussed).
· To assist the Global Grooves creative and administration team with the organisation of various tasks delegated to the volunteers.

· Some office-based tasks to keep in regular contact with the volunteer and administration team.

· Provide relevant information to all volunteers and answer any enquiries.

· Attend meetings with Global Grooves team and volunteer team.

YOUR PROFILE: PERSONAL SPECIFICATION

ESSENTIAL ATTRIBUTES/EXPERIENCE

· Must be reliable and easy to contact when necessary (either by telephone or regular email correspondence).

· Should have a friendly and approachable manner.

· Must have a positive and enthusiastic approach and be able to work on own initiative.
· Must have good communication and organisational skills. 
· Must have previous experience of managing volunteer groups or small teams of employees.

· Willingness to support the project’s commitment to equal opportunities.
· Must be free for some weekend shifts and must be available all day for the final event on Saturday 1st August 2009.

· Should be able to demonstrate good timing keeping. 
· Should have reasonable knowledge of the project itself and be able to answer any enquiries from the volunteer team.

· Must have a current and valid CRB certificate.

DESIRABLE ATTRIBUTES/EXPERIENCE

· Flexibility to change hours at reasonable notice, or to attend weekend workshop sessions (or whenever coordination is required – to be negotiated). 

· Experience in managing participatory arts-based projects. 
