North Manchester FM

Job description
Volunteer Support Worker 

Job Title:  
 
Volunteer Support Worker 
Salary: 

£15,602
Scale point 14

Reporting to:  
North Manchester FM Project Manager

Supervising:  
Volunteers and community group members

North Manchester FM (NMFM 106.5) is a community radio station which exists to promote the regeneration of the North Manchester area.  It acts as a local notice board and provides opportunities for local people and organisations.  

A motivated and enthusiastic person is required for this integral post.  As part of the NMFM staff you will be one of a small and dynamic team.  You will work with a wide range of community groups and individuals training them in radio production skills and building their confidence.  You will be central to supporting volunteer involvement at the station and to facilitating outside broadcasts and promotional road shows.  You will be required to think on your feet, be positive in attitude and work creatively under pressure.

Key tasks

1. To enable volunteers (including under-16 year olds) to actively participate in community radio e.g. using production equipment, inputting and managing the play list, planning and presenting shows

2. To provide pastoral support to volunteers and provide signposting for volunteers with issues to address 
3. To engage community groups, schools and other local organisations in the activities of NMFM
4. To deliver a NMFM devised training programme to volunteers, community groups and schools, and identify further training needs 
5. To facilitate outside broadcasts e.g. getting local groups involved, setting up equipment

6. To work as part of the NMFM team in running administrative systems e.g. records of volunteer activity, signing-in records, timesheets, databases
7. To develop specific volunteer roles e.g. band booker, ‘what’s on’ editor, volunteer representative
8. To liaise with event/music promoters to obtain event information and music for the station's playlist

9. To produce programmes, packages and adverts for NMFM when required

10. To provide technical assistance e.g. driving desk

11. To be responsible for the station’s equipment, helping to maintain the equipment register and carrying out a monthly audit 

12. To ensure all volunteers and staff comply with health and safety/ volunteer law/ disciplinary codes and regulations/ Ofcom broadcasting regulations

13. To co-ordinate volunteer meetings and develop group work with volunteers that supports the development of the station and assists in communication with volunteers
14. To monitor volunteer use of PCs to ensure that the requirements of the station’s code of conduct are being met
15. To undertake regular volunteer reviews to enable volunteers to develop 

16. To motivate the volunteering team and develop reward/ recognition schemes e.g. award shows, newsletters to promote positive acknowledgment

17. To undertake other duties as required which assist the Project Manager in delivering the aims and objectives of the station

Person Specification

Skills/knowledge

1. Expertise in radio production

2. Ability to train a broad range of groups and individuals 

3. Excellent verbal communication skills

4. The ability to work co-operatively with members of a team

5. The ability to manage a programme of work and prioritise tasks

6. A knowledge of the North Manchester area (desirable)
7. The ability to carry out efficient project administration

8. Proficiency in the use of Word and Excel software packages

Values/attitudes

1. A commitment to and understanding of the principles of an equal opportunities policy

2. Ability to work with a wide variety of groups and individuals with sensitivity and without judgement 
Experience, Qualifications, Training

1. Experience of working with volunteers, or as a volunteer

2. Experience of using and setting up radio production equipment

3. Basic qualifications in English and Maths (GCSE or equivalent)

4. Experience in youth work (desirable)
5. Experience of working in disadvantaged urban areas or within a regeneration programme (desirable)
6. Experience of community radio (desirable)
7. Level 3 qualification in radio production (desirable)
8. Completion of course in training skills (desirable)
Work related circumstances

1. You will be required to undertake duties in the evening and at weekends when required following prior decisions and agreement with line manager

2. You will be required to travel around the North Manchester area - your own transport would be advantageous in this respect

3. An enhanced CRB disclosure will be required

