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Wycombe Youth Action 

Youth Volunteer Advisor – Job Description
GENERAL INFORMATION
Nature of Post              Fixed term until 31 March 2011
Hours of Work
37 hours per week, worked flexibly to include evening and weekend work where necessary.

Location of the Post   The post will be based in the Wycombe Youth Action offices 

                                       in High Wycombe.

Holiday
25 days holiday per annum plus Bank/Public holidays.

Salary Scale

£21,000
Travel Allowance
Travel around Bucks will be necessary.  Payments will be made at the rate of 40p per mile.

PURPOSE OF THE JOB

1. Youth Volunteer Adviser will support the development of youth volunteering by enhancing the existing volunteering infrastructure and co-ordinating the provision of high quality advice and guidance for young people. 

2. The Adviser will also champion youth-led volunteering Youth Action Team and develop projects, activities and opportunities to volunteer. 

3. Youth Action Team members will support the Youth Volunteer Adviser network, providing positive peer influence and inspiring young people to participate in a range of volunteering activities 

DUTIES AND RESPONSIBILITIES

· To empower young people to develop youth led opportunities

· To achieve determined recruitment targets and ensure quality thresholds are met.

· Review existing youth volunteering activity, volunteer-involving organisations and local youth provision 

· Consult widely with young people to establish their needs, interests and aspirations.
· Identify and broker new opportunities to meet young people's needs and ensuring that they are uploaded to the National Volunteering Database (NVD). 

· To engage in face-to-face youth work with young people in ways that will enable them to initiate and organise projects.

· Identify and broker outreach and information points in community venues to enable young people to access information and advice 

· Identify groups of young people who are under-represented in volunteering and co-ordinate targeted outreach and recruitment programmes 
· Recruit, train and support 'Youth Action Teams' to provide positive peer influence and inspire young people to volunteer 

· Support organisations to facilitate youth-led activities 
· Facilitate regular celebrations and events to recognise young peoples’ achievements
· Provide on-going support to young people engaged in accreditation initiatives 

· Attend WYA staff meetings and personal supervision

· Attend fortnightly review meetings with WYA General Manager to discuss progress and report on agreed targets

· Liaise with other V involved team members based with Action 4 Youth and Aylesbury Youth Action and attend regular V involved team meetings 
· To provide quarterly written reports.

· To produce appropriate marketing material and press releases and generate articles in the local press promoting the work and positive image of the scheme.
PERSON SPECIFICATION - Wycombe Youth Action Youth Volunteer Advisor   
	CRITERIA
	ESSENTIAL
	DESIRABLE

	1.   Skills/Abilities
	Relevant skills in relating to

young people

Good written and oral

communication skills

Ability to communicate

effectively with a wide range

of people on the telephone

and face to face

Ability to work as part of a

team

Ability to motivate others

Ability to demonstrate an

awareness of equal

opportunities

Computer literacy, ability to

work within a budget
	

	2.   Experience
	Relevant recent

experience of working

with young people
	Relevant experience of working

with people who are 

disadvantaged or disabled

Relevant experience of working

with volunteers or as a 

volunteer

	3.   Knowledge
	An understanding and

awareness of the needs of

young people

A knowledge of the voluntary

sector 
	

	4.   Qualifications
	A good general standard of

Education 
	Degree or equivalent 

qualification

	5.   Personal Characteristics
	Ability to demonstrate a

respectful and non 

judgmental approach to

young people and colleagues

Pro-active – willingness to 

work creatively  and develop

new work

Flexibility
	

	6.   Other Requirements
	Access to own transport –

current full driving licence

Willingness to extend current

knowledge and skills through

undertaking relevant training

Willingness to work flexible

hours including some

evenings and weekends
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