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	POSITION DESCRIPTION

	Position Title:
	Community Visitors Scheme (CVS) Coordinator

	Department/Location:
	Please refer to letter of employment

	Employment Status:
	Please refer to letter of employment

	Reports To:
	Operations Support Manager 

	Direct Reports:
	Community Visitor Volunteers

	Key Relationships/Interactions:
	Internal: Service staff, CVS Volunteers, People & Culture, Quality Learning & Workforce Development 

	
	External: Residential and Community Aged Care Providers; Networking and community groups; Parishes


Position Statement / Overall Purpose:

This role’s overall purpose within Anglicare Southern Queensland (Anglicare SQ) is to coordinate the recruitment selection, orientation, supervision and support of Community Visitors Scheme volunteers. Community Visitors provide social support to isolated older persons living in the community or in residential aged care. The CVS Coordinator also liaises with aged care providers external to Anglicare SQ to ensure awareness of the scheme and access for eligible older persons.
The CVS Volunteer Coordinator will work in accordance with the values of Anglicare Southern Queensland and support core business by providing service, guidance and advice within this position’s specialty area.
Position Specific Requirements & Qualifications: 
1. Certificate IV Volunteer Coordination or Community Service Coordination or equivalent
2. A National Police Certificate
3. Current Queensland Drivers Licence

Key Selection Criteria:

1. Experience in volunteer coordination and management.
2. Demonstrated ability to lead a team and provide appropriate supervision and support.
3. Demonstrated ability to work collaboratively with clients and their families and / or carers to maximise client outcomes.
4. Demonstrated ability to work within a community based multidisciplinary team environment, including the capacity to negotiate with a range of stakeholders, operate flexibly, and have the capacity to problem solve.
5. Ability to work autonomously, plan and prioritise work effectively.

6. Demonstrated well developed oral, written and interpersonal communication skills.

7. Excellent documentation and report writing skills

8. Demonstrated respect for confidentiality

9. High level computer skills (MS Office Word, Outlook)
Key Accountabilities and Responsibilities: 

1. Accountability: Volunteer Coordination

Coordinate and support a team of volunteers to ensure high quality service delivery 

Responsibilities:

· Identify potential volunteer requirements, determine attraction strategies to resource the positions and recruit to the positions, in collaboration with People & Culture.
· Interview potential volunteers, match and appoint to an older person enrolled in the CVS scheme
· Provide volunteers with mandatory training directly and/or through self-paced learning packages

· Provide local service orientation including:

· Ensuring volunteers know to whom they report too and when;

· Ensuring volunteers record their hours;

· Ensuring volunteers understand their role and the concept of boundaries and confidentiality;

· Ensuring volunteers participate in local orientation to the services, staff, WHS including fire and emergency evacuation procedures. 

· Ensure volunteers receive annual competency updates at the local service

· Provide volunteers with support, feedback and recognition

· Manage Community Visitors Scheme volunteer performance in consultation with Regional Manager, as appropriate
· Promote Community Visitors Scheme to volunteers 

· Promote Community Visitors Scheme to other aged care providers
· Liaise with People & Culture as necessary regarding resources and processes

· Maintain Community Visitors volunteer records, including recording of volunteer hours

· Generate activity reports for the program’s funders
2. Accountability: Network and Promote the Service to the Community
Promote the program to increase visibility of the program in the community
Responsibilities:

· Be an ambassador for the program and provide information to potential volunteers and the community as required

· Maintain networks within the location community to encourage participation in the service

· Participate in other activities to promote the service as delegated by the Regional Manager

3. Other Duties and Requirements
· Record any additional duties or information which will help in understanding the role.

· Undertake own work practices in a safe manner and comply with the instructions given for workplace health and safety within relevant Policies and Procedures;

· Do not, during or after employment, disclose information relating to residents, clients and staff or damage the reputation, viability or profitability of the Anglican Church Southern QLD.
· Your responsibilities also extend to any tasks outlined on a duties list, or any other tasks delegated to you by your manager/supervisor, provided that those new job requirements are safe, efficient, relevant, legal and within your abilities.

Delegation of Authority: 

· In accordance with the Anglicare Delegations of Authority Policy.

[image: image1]
1
Community Visitors Scheme Coordinator (Community)
Version 1.1
Effective Date: March, 2016

Page 2 of 2
Review Date:   March, 2018

