One World Week National Co-ordinator

Post title: 
National Co-ordinator of Volunteers

Role

1. To assure performance in the development education charity, One World Week, (OWW), that is trying to staff and manage a number of initiatives to meet its aims and secure its future.  
2. To lead the national volunteer team so as to ensure that deadlines are understood and achieved, thus maintaining the annual cycle of activity.

3. To ensure that OWW, as a virtual organisation, communicates with its supporters/ local event organisers by email, social media and through the website where event information and downloadable resources are made available.  
Main duties
1. To recruit, manage and monitor national OWW volunteers to ensure that tasks needed to enable OWW to function at a national level are performed appropriately and to schedule.  The primary purpose is to help all those handling individual processes to be more efficient and effective and to take the initiative when necessary to get things moving.  The specific tasks of volunteers are listed in Appendix 1.  
Those handling each stream of the national OWW process will normally manage their own schedules and progress but the Co-ordinator will need to be aware of what is happening, create overall schedules and deal with overlaps, gaps and matters that cross functional boundaries.  
The volunteers, from across the country, will be working from their own homes, or possibly from offices belonging to OWW’s partners.  
2. To liaise with the website manager and ensure that resources, events, and partners’ campaign news are put on the website in a timely fashion.  
3. To maintain the OWW database of supporters in liaison with the website manager.

4. To oversee the production and emailing of e-newsletters (3 -5 per year)

5. To liaise regularly with the trustees, send regular reports and respond to their initiatives where feasible
6. To keep proper records of all activity, including ensuring that all transactions are incorporated in the financial accounts.  Assistance with book keeping, depending on the interests and skills of the post holder, would be useful.

7. To represent OWW occasionally in meetings with OWW’s main partners and with Coalition partners (such as the Climate Coalition).  The post holder must become sufficiently familiar with the work and aims of several partner organisations and relevant staff in them to be able to promote intelligently the interests of OWW with them
8. The Co-ordinator will monitor spending and liaise with the treasurer to ensure it is within budget.
Location
OWW does not have an office of its own.  The National Co-ordinator will be able to work out of the nearest Regional Office of one of our partners by arrangement (Christian Aid have indicated their willingness to accommodate this.) or may work from home if preferred.
The Co-ordinator will need to attend occasional meetings of partners, coalitions and Trustees in London or elsewhere.
Remuneration
The work described above is currently being done by volunteers working from home until and unless OWW has funds to pay a post-holder.  
Funds exist now to pay a monthly fee of £400 for about 32.5 hours work (ave.7.5 hours a week) for at least one year.  
This would be a self-employed post where the post-holder would be expected to make personal arrangements for their own tax, national insurance, sickness and holidays.

Reasonable and pre-agreed expenses will be paid.  The distribution of hours can be flexible by arrangement.  One World Week takes place in October and there are peaks and troughs of activity involved in preparing for this and following it up.  The Coordinator would be expected to arrange holidays outside of their hours to cope with this.  
Any additional time spent on the post would need to be on a voluntary basis.
Person Specification

Essential
1. Support OWW’s aims, mission and values (see website page).
2. Good people and leadership skills; to be tactful and flexible and have a sense of humour.

3. The ability to delegate, negotiate, motivate and keep volunteers feeling valued as part of a team.
4. A self-starter with initiative, self-motivation and organisational skills.
5. Excellent communication skills including telephone and email.  
6. Sound computer skills.  
Desirable

1. Familiar with the work of OWW, with some OWW experience at a local level.

2. Understand the range of communities who engage with OWW, with experience of working with people of various faiths and ages.
3. Interest in development matters, enthusiasm for campaigning.  It is important when working for an education charity to be aware of the difference between education and campaigning.

4. Experience of social media and editing websites.  Ability to learn new computer skills relating to monitoring the website and occasionally updating it, or seeing that someone else does.  During the next 12 months the website is likely to be overhauled and the co-ordinator will need to be able to appreciate and feed ideas into what is going on - or find a volunteer who can.  
Application form is available on the One World Week website: www.oneworldweek.org
Closing date for receipt of applications: 10th August 2015
To be sent by email to: oww@oneworldweek.org

Interviews will be on a date between 16 August and 3 September 2015

Appendix 1 – List of volunteer tasks

We have a wide variety of volunteer roles for anyone willing to give the occasional bit of time to One World Week.  Volunteers will ensure that the work the charity carries out is possible and will provide invaluable support to the trustee team.  They can work from home or possibly hot-desk from a partner organisation office.

	Volunteer Role
	Tasks
	Frequency

	Theme Design
	Finalise theme/strapline/image in consultation with Trustees/partners, in line with the European Global Education Week Network.  Write up summary for website.
	Spring - several days in 2016

	Publicity
	Commission explanatory publicity (incl.  leaflet).  Organise leaflet/poster design & web-distribution.
	Spring - several days in 2016

	OWW resources team
	Commission/oversee OWW resources, incl.  OWW worship materials for a service, quotes, pledges, local press release.  related to the annual theme (As of May 2015 we have a volunteer proof reader) 
	Spring/Summer  – few days

	External resources
	Identify external resources to inspire and inform event organisers.  Obtain permission to adapt/link from our website.
	Spring/Summer – several days

	Website team
	Monitor/update OWW website.  Several discrete tasks can be identified (e.g.: campaign updates; enter events (as of May 2015 we have a volunteer to enter events); put up resources, add news items).  Analyse web stats.
	Several hours a week, peak September

	Social Media
	Build/maintain a Social Media presence.  Linked to the website activity.  (As of May 2015 we have one volunteer so far but a few more are needed to share this work)
	An hour/week

	National OWW meetings
	Arrange national partner meetings — consulting with Trustees and partners on dates, venue, agenda, writing minutes.  (As of May 2015 we have a volunteer doing this role)
	2-3 times/year

	Evaluation of OWW
	Update Evaluation Form.  Gather forms and photos from event organisers, log results, write summary report.
	Autumn - several days

	Fundraising
	Fundraising — monitoring opportunities and acting upon them, in conjunction with Trustees.
	Few days/month

	Trustee or Advisor
	Member of Board of Trustees/Advisors/Treasurer plan & implement strategy, maintain the charity, oversee activities & reports.
	Few hours/month


 

Personal specifications
Essential:
· Share OWW’s aims, mission and values (see website page).
· Computer literate.  Good communication skills.  Able to meet deadlines.

· Team work whilst working in isolation — at home or hot-desking in someone else’s office.
Desirable:
· Experience of having helped to organise or having attended past OWW events.

· Social media skills.  Sense of humour.

Appendix 2 - What is One World Week and what does it do?

One World Week is a Development Education Charity founded in 1978 to stimulate local events that focus on global justice issues.  Each year, "The Week" in October is an opportunity for people from diverse backgrounds to come together to learn about global justice, to spread that learning and to use it to take action for justice locally and globally.  The OWW aims, mission and strategy can be found on the website here.
A theme is chosen each year in consultation with the EU’s North South Centre's Global Education Week Network (OWW is the UK representative on this body).  Guidance about interpreting the theme and appropriate resources are made available on the website.
OWW aims to raise awareness, support and action for a just, peaceful and sustainable world.  It seeks to do this by supporting and encouraging local events throughout the UK (and occasionally further afield); and through publicising on its website opportunities for learning and supporting the campaign actions of its partners.  
OWW’s last significant funding (from DfID’s Development Awareness Fund to counter Islamophobia) ended in 2011.  Since then, OWW continues to rely on the generosity of small donors and occasional small grants from partners such as CAFOD, Action Aid and Global Justice Now.  As a national organisation whose purpose is to stimulate local events, it does not fit the criteria of any funding streams we can find.  As a result, OWW has used up nearly all its reserves, paring down its costs to the extent of closing its office and making its last member of staff redundant at the end of May 2015.  
Supporters nationwide have been asked if they felt OWW should continue, or if they felt its time has come, with the overwhelming response that OWW is needed more than ever.  
Currently, any national activity, (including fund-raising, volunteer coordination, theme resource development, website and newsletter content, accounting and admin) is done from home by two trustees as volunteers.  This is not sustainable and a team of volunteers is being recruited.  Some specific admin and social media tasks have already been taken on, but far more help is needed.  
A new part-time post of National Co-ordinator is vital for this volunteer activity to grow and become sustainable.  Some key national partners agree and have been talking together and to us, to explore a way forward, offering help in kind such as office space.  Global Justice Now (from where OWW originated) has been able to offer a contribution (to match others up to £3000) towards the funding needed in the next few months to employ a co-ordinator.

Meanwhile, CAFOD has given a one-off grant to enable us to run OWW in 2015 and to trial the transformation of OWW into a web-based organisation, operating through our website and mainly with the help of volunteers.  
OWW strategy moving forward – contingent on a national coordinator at the helm 

1. We have been communicating the new national volunteering strategy to our supporters via e-newsletters, appealing for volunteers, more trustees and a national co-ordinator as well as continued and increased donations from our supporters.  
2. We have taken great strides to make OWW operate in a virtual environment.  We have printed very few of this year’s leaflet as it is available in various formats online for local organisers to download / print.  We are sending a letter to all our contacts without e-mail addresses, asking them to sign-up to OWW online if they want to receive further communications from OWW.

3. We have an increased Facebook presence thanks to a dedicated new volunteer.

4. We are looking for increased collaboration opportunities to jointly create, share and publicise our partners’ resources and events, assisted twice a year by the strategic OWW National Campaign Partners Advisory meetings.

5. Our website manager has offered to revamp the 6-year-old website at no charge to make it more fit for purpose if we can guarantee the continued website maintenance contract for a further two years.
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