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Role Description
	
	Domain:
	Workforce

	Job Title:
	Volunteer Centre Coordinator

	Grade:
	Grade 4 or above

	Duration:
	11 June to 11 July 

	Summary of Role:
To assist in the supervision and operational function of volunteer centre during the Tournament time. To support distribution and resolution management of accreditation.

	Responsibilities:
The Volunteer Centre Coordinator will be required to perform the following duties:
· Oversee volunteer check-in ensuring all attendees are accounted for
· Deploy and brief volunteers on roles per shift
· Ensure relevant maps, materials, ponchos, sunscreen provided as required
· Appoint Team Leaders and ensure they sign-in/out all radios/phones
· Monitor use of break area, ensuring clean, tidy and capacity not exceeded
· Maintain positive relationship with caterers regarding use and operation of break area
· Issue meal vouchers keep track how many used per shift
· Issue and track reward and recognition items
· Provide first point of contact for volunteer welfare issues and escalate if required
· Print and prepare materials for each day including paper registers etc.
· Support the workforce team in reporting but feeding back attendance, attrition and issues etc.
· Create a fun, engaging and supportive environment for volunteers
· Issue accreditation passes and resolve issues with accreditation

	Skills and previous experience required:
· Experience of coordinating/supervising tasks within a team
· I.T. literate and good knowledge of Microsoft Office and experience of specialist software packages
· Good communication skills, both verbally and written
· Good team working, enthusiasm and ability to problem solve
· Ability to remain calm under pressure
· Ability to plan ahead and prioritise tasks in a busy environment
· Accuracy and attention to detail
· Desirable: Experience supervising volunteers

	Training requirements:
· Site induction
· General on-boarding overview of UEFA EURO 2020 Host City (likely 2.5 hour Microsoft Teams session week commencing 31 May)
· [bookmark: _GoBack]Domain specific training

	Further Information:
If you require any further information please contact Jill O’Neil by email at Jill.ONeil@glasgow.gov.uk 
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