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VOLUNTEER & EVENTS CO-ORDINATOR
Full-time (35 hours per week): Saturday/Sunday/Monday/Tuesday 9.30am – 5.30pm plus 5 hours worked flexibly
FTE £26,000
This role is initially fixed-term for one-year
About Maryhill Burgh Halls Trust:
Maryhill Burgh Halls Trust (registered Scottish Charity SC036089) was formed in 2004 to refurbish and reopen our B-listed heritage building. We are home to a number of local businesses, charities and social enterprises as well as the Maryhill Museum, and – temporarily – Glasgow City Council’s Maryhill Hub. As we approach the 150th birthday of the Halls, we have ambitious plans to once again be the civic hub of the community. 
Our Mission:  Championing culture and heritage to bring people together in our restored historic building at the heart of Maryhill.
Our Vision is for a Maryhill that people are proud to call home. We are the catalyst for community cohesion – a place where neighbours meet to discover, share stories and celebrate. We aim to create opportunity, strengthen connections and nurture a sense of belonging.
Our Values: We are welcoming - We are a Connected Community - We are Creative - We are Inclusive
About the role:
You’ll be joining a small team who make a big impact; reporting directly to the CEO you’ll have the chance to shape the direction of the organisation as we grow. With overall responsibility for developing and growing our team of volunteers, you’ll have the opportunity to make a real difference and develop your skills by getting involved in running our community events.
Like the rest of the Maryhill Burgh Halls Trust team, you’ll benefit from:
· 32 days annual leave
· Annual pay reviews, with a clear, transparent pay structure. 
· A personal development plan with regular reviews, with the opportunity to give and receive feedback
· Access to a range of training opportunities – driven by you, to get you where you want to be in your career. This can include role-specific or wider-industry courses, attending conferences and events, coaching and apprenticeships.
· 6% employer pension contributions



The skills and qualities we’re looking for for this role:
· Comitted to championing a culture where everyone feels welcomed, valued and respected regardless of background, beliefs, abilities or lived experience.
· Able to promote a safe space for everyone in the community to come together and share skills and experiences, learning from each other as well as from the staff team.
· Adept at partnership working – comfortable working with other third sector and community organisations, local government partners and schools/universities.
· Excellent organisation and time-management skills, alongside a positive approach to change/problem solving.
· Able to balance varied priotities and stakeholders, keeping project logs and volunteering impact data up-to-date.
· Experience of working with a diverse range of people of all ages and backgrounds, bringing people together to celebrate culture and community. Crucially, you’ll be able to engage with hard-to-reach groups by expanding our volunteering offer in way that is authentic and approachable.
· Skilled in using your creativty to coordinate projects that boost wellbeing and reduce loneliness – contributing to a thriving community.
· Experience of working at a local/grassroots level to promote informal learning and collaboration within and across different demographics. Experience or an interest in local heritage is desirable but not essential.
· You’ll have a strong belief in potential, and experience in working to break down the barriers that hold people back.

In your first 6 months you’ll:
· Take on day-to-day responsibility for our existing volunteers, including training and regular development reviews
· Encourage volunteers to take initiative, work independantly and support them in trying new activities, and motivate volunteers through recognition and feedback
· Map the existing volunteer profile and skills and identify gaps, leading to the development of a structured ‘volunteer pathway’
· Develop additional volunteering programmes aimed at increasing engagement with the local community and providing meaningful opportunites for skills development 
· Recruit, induct and train new volunteers, including managing PVG checks 
· Plan, manage and evaluate events involving volunteers, and support wider team/trustee requests for volunteer support
· Create and maintain volunteering records, including impact monitoring
· Participate in the development of corporate volunteering
· Build relationships with relevant partner organisations, raising the profile of Maryhill Burgh Halls as a welcoming, inclusive space
· Review and update volunteer policies and documents
· Upskill our heritage volunteers to deliver our local walking tours
· Plan, organise and run a range of community events, from litter-picking to talks and workshops realted to our exhibition programming, and much more
· Respond to booking enquiries for one-off and regular community and commercial events
· Set up and manage small events on your working days (for example, community arts classses or other groups)

What are the next steps?
Please send your CV and a covering letter – setting out how you demonstrate the key skills and qualities we’re looking for – to lynne@mbht.org.uk. Closing date for applications: Wednesday 29th April at 5pm. First round interviews will be held virtually in week commencing 11th May with final round interviews in person in week commencing 18th May. 
Person Specification 
	
	Essential 
	Desirable 

	Strong organisational skills, time management and attention to detail
	X
	

	Good communication skills, including written and spoken English
	X
	

	Knowledge and practical experience of safeguarding
	X
	

	Experience of partnership working 
	X
	

	Ability to use Microsoft Office software effectively
	X
	

	Good understanding of MBHT and a strong interest in supporting our Mission, Vision & Values
	X
	

	Good analytical and reporting skills
	X
	

	Knowledge of the wider Scottish landscape, in terms of volunteering and heritage, including professional bodies, training opportunities and national campaigns and schemes
	
	X

	Experience of project administration, reporting and monitoring
	X
	

	Ability to work with a wide range of local people, from differing backgrounds, economic status and level of ability
	X
	

	Experience of planning, organising and delivering community project activities/events
	X
	

	Ability to work under pressure, to meet targets and deal with a wide range of complex tasks simultaneously
	X
	

	Experience of working with volunteers within the charity sector
	
	X
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