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Crohn’s & Colitis Australia (CCA) Vision
At CCA we dream of a future that is free of Crohn’s and colitis, empowering people to live fearlessly while we help search for a cure.

Purpose
We believe in being fearless, and at CCA we:
· Improve quality of life by helping people understand, respond to and actively manage their
care.
· Empower and support our community – encouraging innovation, advancing quality of care, and facilitating new knowledge informed by deeper research.
· Advocate, educate and facilitate, leading tough conversations about taboo topics.
We want people to be authentic and unapologetic about their Crohn’s or Colitis – whether that leaves them laughing or crying. We know being fearless means there will still be bad days, bad months, or bad years – this is a long-term and life-altering condition – it’s about giving people the
courage, confidence, and the ability to face things head on.

Because in fearlessness, there is strength to drive us toward a cure.

Position Purpose
CCA operate a range of support services to people living with Crohn’s disease or ulcerative colitis and their families, carers and friends. Volunteers are essential to the delivery of these support services.  We recognise the importance of providing volunteers with support and leadership in order to successfully fulfil their roles. The Volunteer & Programs Coordinator will grow and support the existing support programs and network of volunteers, fulfilling the mission of CCA. The role is responsible for recruiting and retaining an exceptional and diverse pool of volunteers who provide support across the organisation, supporting CCA’s operational requirements and strategic direction.   Increasingly support programs and the contemporary volunteer program will be delivered online, as well as face-to-face. The role will maximise the contribution of volunteers and ultimately improve outcomes for people supported by CCA.


	

Duties & Responsibilities


	
Support Groups
· Recruit and screen potential Support Group Facilitators
· Facilitate talks and workshop topics as required
· Develop training, briefing materials and resource kits as required
· Develop support groups in online as well as face-to-face formats
· Work with the Communications Manager and CCA staff regarding promotion of Support Groups
· Orientate, mentor, monitor and lead Support Group Facilitators
· Be point of contact for all Support Group Facilitators
· Liaise with IBD Specialists and IBD Nurses to promote the program to their patients
· Evaluate the Support Group Program 
· Promote Program on CCA Website

Connect with a Peer
· Oversee the Connect with a Peer digital peer support service
· Promote the support service in collaboration with the Communications Team
· Recruit, train, and lead Peer Crew
· Develop and deliver ongoing training and support for volunteers
· Monitor and produce reports regarding enquiries to Peer Connect
· Be point of contact for Peer Connect enquiries

Youth Programs
· Develop, plan and deliver family and teen camps and teen/children’s activity days
· Develop and lead support online or digital programs for youth
· Recruit, train, schedule and lead youth program volunteers
· Work with communications team regarding promotion of youth programs
· Be point of contact for all youth program volunteers
· Attend face-to-face youth events through Australia a necessary
· Ensure youth services are delivered in a child safe manner
· Deliver organisational activities to work towards the National Child Safe Principles

Volunteers – Framework & Recruitment Process 
· Update and deliver a comprehensive Volunteer Framework to support CCA in growing, diversifying and optimising its market position, in line with CCA objectives.
· Develop and implement volunteer recruitment and retention strategy 
· Ensure the Volunteer Services plan and Key Performance Indicators (KPIs) are monitored and achieved
· Refine and improve recording of volunteer metrics
· Continually review and develop the Volunteer Services plan to meet new objectives and maximise the potential of new business opportunities
· Build and maintain strong working relationships between CCA, its volunteers and external volunteer organisations
· Provide strategic advice about volunteering and support to the Chief Executive Officer, Fundraising Administration, Programs and Communications areas
· Represent CCA as required in the external community

Volunteers – Training and Leadership
· Develop and implement a volunteer training and leadership strategy and schedule
· Develop or update consistent volunteer documents and resources including induction, manual, policies and procedures
· Develop and manage volunteer skills development program
· Develop and maintain database of active and prospective volunteers for all areas of the organisation 
· Maintain accurate records of volunteers
· Provide support and leadership to volunteers
· Ensure all legal requirements are met
· Provide telephone support to volunteers

Volunteers Communication and Recognition
· Produce regular volunteer communications e.g. Inside Insight magazine
· In person or online meetings with volunteers as required
· Develop and manage volunteer recognition program

Projects, proposals, and forums support
· Participate in projects as required by CCA particularly volunteers and support program related projects
· Participate in the development of proposals for new or enhanced services
· Participate in the reporting required for projects and grants
· Assist with the administration and monitoring of CCA scholarships and grants





Major Challenges: 	The significant challenges for the role will be to maintain consistency across the volunteer programs and retain volunteers who often experience changes in health. Limited and minimal staff means that resources are always scarce. As this is a pivotal role it is essential there is clarity and open communication between all key internal and external contacts.

Environment:	Not-for-profit sector organisation with multiple & various stakeholders and heightened cost-conscious governance.

Job Scope:	This position has no direct reports.





	Person Specification


	
Education


	ESSENTIAL
 
· Tertiary qualifications in psychology, health or volunteer related discipline 
	DESIRABLE

· Child Safe education


	[bookmark: _Hlk39141173]Skills and Experience


	CRITICAL SKILLS & EXPERIENCE REQUIRED

· Previous volunteer management experience
· Previous experience in a counselling or psychology role
· Experience in online/digital platforms
· Understanding of best practice volunteer management
· Commitment to work within and support the fundamental purpose, vision and values of CCA
· Excellent relationship building skills and sound customer service ability
· High level oral communication skills Effective people skills
· Excellent organisational skills
· Proven time management skills 
· Ability to work collaboratively with staff, sponsors, members, donors and volunteers to produce desired outcomes
	DESIRABLE SKILLS & EXPERIENCE
 
· Experience using Sharepoint, Wordpress and Zoho
· Familiarity with web-based applications and page editing.
· Youth-friendly communication strategies
· Online communication skills e.g. online event or forum facilitation
· Event management experience
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