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VOLUNTEER AND COMMUNITY DEVELOPMENT COORDINATOR
POSITION PURPOSE & DETAILS
The Volunteer and Community Development Coordinator is responsible for all elements of volunteering for BLV programs and services, including liaising with BLV Branches. This includes developing relationships with Victoria Police, emergency services and other community organisations to identify and recruit volunteers and to support their participation in BLV branches and programs. The role will also identify opportunities for local community engagement and support to facilitate the delivery of our BLV programs and projects.
Employment Type:	Fixed Term
Classification:	Level 4 - Social, Community, Home Care and Disability Services Industry Award 2010
Hours of Work:	up to 38 hours per week (1 FTE) with part-time and/or job share arrangement welcome
Flexible Work:	            hybrid role requiring office attendance at least 2 days per week.
Reporting Line:           to the Head of Volunteers and Community Engagement
Requirements:           Valid Victorian Employee Working With Children Check (WWCC) & valid Driver’s Licence
ORGANISATION PURPOSE
_______________________________________________________________________________________________
Blue Light Victoria (BLV) is a leading statewide youth charity committed to investing in the futures of young people. With a focus on early intervention and prevention we engage young people aged 10 – 21. What sets us apart is our unique partnerships with police and emergency services. 
Our mission is to deliver evidence-based, trauma-informed prevention and early intervention programs that bring young people together with police, emergency services, schools, and communities to:
· strengthen belonging, 
· build trusted relationships, 
· improve wellbeing and
· create safer, stronger communities where every young person can realise their potential.
Founded in 1976 with drug- and alcohol-free youth discos, BLV has grown into a vibrant organisation delivering programs and initiatives to over 10,000 young people a year
Our values — Connection, Growth, Innovation, and Respect — guide everything we do.
We are committed to diversity, equity, inclusion, and child safety, ensuring young people feel supported, safe, and respected.
KEY RESPONSIBILITIES
Leadership
· Ensure that volunteers undergo organisational onboarding procedures including screening, induction and training.
· Update records and data in relation to volunteers complying with organisational policies relating to child safety, risk management, health and wellbeing, data management and record keeping
· Provide general support and information to volunteers and branch members, including regularly checking in on branch/program activities and needs and supporting local branches with their governance.
Program Management
· Liaise with Victoria Police, Emergency Services and community organisations to identify and recruit volunteers to support BLV programs.
· Undertake regular audits of branch membership and monitor their compliance with BLV organisational policies and processes.
· Assist in the development of resources to support volunteers and branch members, including guidelines, toolkits and manuals.
Relationship Management
· Undertake outreach to community organisations that may be able to support, provide volunteers or other resources to BLV programs.
· Develop and maintain strong stakeholder relationships with police, emergency services and other key community stakeholders.
· Liaise with the Training and Development Coordinator in relation to volunteer training requirements
· Establish and maintain collaborative working relationships within the BLV team and across a wide variety of internal and external stakeholders.

Other duties as commensurate with the classification of this role as required.
KEY PERFORMANCE INDICATORS
· Volunteer recruitment and engagement – Build and maintain a strong and appropriately skilled volunteer network across Police, Emergency Services and the community. 

· Volunteer compliance and safety – Ensure all volunteers meet BLV screening, induction, training and ongoing compliance requirements, with accurate records maintained. 

· Branch support and governance – Provide proactive support to branches and monitor membership, governance and compliance requirements. 

· Community development – Establish and strengthen relationships with community organisations to expand volunteer, resource and partnership opportunities for BLV. 

· Volunteer capability and resources – Develop and maintain practical resources and contribute to training and capability development that enable volunteers to perform their roles effectively. 

· Systems and continuous improvement – Maintain high-quality volunteer data and identify opportunities to improve volunteer management systems, processes and engagement.

KPIs will be agreed annually with line manager and may be adjusted to reflect BLV's strategic priorities and organisational circumstances.
KEY SELECTION CRITERIA
Desired Qualification
· A relevant discipline such as Community Development, Business Administration or equivalent experience.


Required Experience
· Demonstrated experience in the recruitment and management of volunteers in a not for proﬁt environment.
· Demonstrated experience in community liaison, community development and/or stakeholder engagement.
· Understanding of risk management, child safe standards and ethical practice.
Knowledge, Skills, and Actions
· Commitment to improving outcomes for young people.
· Leadership – Demonstrated experience in bringing people together to achieve individual, team, and organisation goals, with the ability to meet those people where they are and support their growth.
· Stakeholder Relationships – Demonstrated ability to identify and build relationships with new stakeholders while maintaining strong relationships with existing stakeholders.
· Organisation – Demonstrated organisational skills to enable achievement of targets and goals in an environment of competing priorities.
· Language – Demonstrated experience in clearly and effectively communicating with people to enable your message to be understood by everyone, regardless of their level of knowledge in the area.

Essential Requirements
· Ability to travel within Victoria with possible overnight stays as required
· Current driver’s licence, Working with Children Check, Police Check (or willingness to obtain and maintain these as a condition of employment)

Blue Light Victoria is a child-safe organisation. We prioritise providing a safe place for all children and young people to learn and have fun. Therefore, we have strong recruitment procedures to make sure the safest and most suitable people work in our programs and provide ongoing supervision and support in all work with children and young people. 
Taken from DFAT Recruitment and Screening.pdf
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