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Job Description

Position: Service Coordinator
Organisation: Connect Fermanagh
Location: Fermanagh House, Enniskillen
Hours: 20 hours per week (flexible; occasional evenings/weekends)
Contract: Fixed-term (2 years, with potential extension)
Salary: £14299.92

Reports to: Connect Fermanagh Board
The Coordinator will work Monday to Friday, 4 hours per day which should be flexible to suit the needs of the service. There is also an expectation to provide out of hours telephone support to Volunteers.  An additional increment has been built into the salary to reflect the need for this responsibility.

About Connect Fermanagh

Connect Fermanagh is a charity offering weekly befriending phone calls, emotional support, signposting and community connection for adults experiencing loneliness or isolation across County Fermanagh. The service is delivered by a dedicated team of volunteers.

We aim to ensure individuals feel connected, valued, informed and heard. 

To date, the service has supported over 160 people and manages an active caseload of 40–50 weekly/fortnightly calls, with new referrals arriving steadily. 

For further information please visit our website: www.connectfermanagh.org

Purpose of the Role

The Coordinator is responsible for the day‑to‑day delivery and continued development of Connect Fermanagh. This includes volunteer management, safeguarding oversight, community outreach, partnership working, event planning, data monitoring and overall service coordination.

This is a rewarding, people‑focused role requiring strong communication skills, empathy, organisational ability and confidence in working independently.









Key Responsibilities

1. Service Delivery & Coordination
· Manage daily operations of the befriending service, ensuring timely, compassionate support for those we call.
· Oversee referrals, waiting lists and volunteer-service user matching.
· Ensure consistent weekly/fortnightly calls take place, addressing any disruptions quickly (e.g., phone issues, hospital admissions). 
· Provide information, signposting and advocacy to service users and liaise with relevant agencies. 

2. Volunteer Recruitment, Training & Support
· Recruit, screen, induct and supervise volunteers; maintain AccessNI compliance.
· Provide ongoing mentoring, monthly newsletters and regular contact/support for the volunteer team. 
· Ensure appropriate and ongoing accessible training opportunities for Volunteers.
· Coordinate volunteer rotas and ensure quality and consistency of befriending calls. 
· Facilitate volunteer events, peer support sessions, information sessions and celebratory activities.
· Ensure any emerging issues for Volunteers are addressed in consultation with Line Manager and / or Board.

3. Safeguarding & Risk Management
· Act as safeguarding lead for concerns raised by volunteers.
· Undertake welfare checks promptly when concerns arise.
· Liaise with statutory agencies including PSNI, WHSCT, community mental health teams and GP surgeries.
· Ensure safeguarding procedures and policies remain up-to-date and are followed consistently.

4. Outreach, Promotion & Community Engagement
· Actively promote Connect Fermanagh through social media, flyers, talks, community events, GP clinics, libraries, cafés and local partnerships etc to ensure we are reaching the most isolated.
· Represent and promote the organisation at events including wellness fairs, community meetings etc
· Build strong relationships with statutory, community and voluntary sector partners.
· Support media outreach including manging the organisations Social Media platforms, writing case studies, taking photographs and providing service updates.

5. Monitoring, Evaluation & Reporting
· Track referrals, volunteer activity, call volumes, demographic profiles and outcomes.
· Present clear written reports at Trustees quarterly Meetings and for management as requested.
· Contribute content for Annual Trustee Reports, newsletters, funder updates and social media.
· Continually evaluate to benefit of the Service and provide performance information as and when required.

6. Events & Social Activity Coordination
· Lead on planning and delivering Connect Fermanagh’s social activities, 
· Ensure events are accessible, inclusive, enjoyable and well-coordinated with volunteers and partner organisations

7. Administration
· Maintain up‑to‑date records, case notes, monitoring data and safeguarding logs.
· Ensure Safeguarding records and reports are maintained in line with our Safeguarding and GDPR Policies and procedures.
· Ensure appropriate Referral pathways are in place and reviewed regularly.

8. Fundraising
· Support small-scale fundraising activities (coffee mornings, community collections). 
· Complete and /or assist with funding applications where appropriate and provide project data for bids.
· Manage a modest project budget responsibly and maintain financial monitoring records.

9. Other duties
· Such other duties which occasionally arise which fall within the purpose of the post.

PERSON SPECIFICATION

Essential Qualifications
· Level 3 qualification in Health & Social Care, Community Development or other relevant to this role. 
Essential Experience
· Experience supervising volunteers or staff in a community or wellbeing setting.
· Experience supporting vulnerable adults, including advocacy and signposting.
· Experience working with statutory, community and voluntary partners.
· Demonstrable understanding of adult safeguarding procedures.
· Strong administrative skills, including record keeping and ICT proficiency.
· Full driving licence and access to a car.

Desirable Experience
· Experience coordinating befriending, wellbeing or loneliness-related projects.
· Experience in event planning or community engagement.
· Experience of Social media management.
· Experience in fundraising or writing grant applications.

Personal Attributes
The successful candidate will demonstrate the following qualities:
· Warm, compassionate and patient, with a genuine concern for vulnerable individuals.
· Able to connect with people from diverse backgrounds with empathy and respect.
· Highly organised and able to manage multiple tasks independently.
· Confident communicator with strong telephone, written and presentation communication skills.
· Willing to work flexibly recognising the needs of the service for occasional evening and weekend work.
· Proactive, solution-focused and comfortable working in a dynamic community environment.
· Calm under pressure and able to respond appropriately to safeguarding concerns.
· Passionate about inclusion, equality and promoting positive emotional wellbeing.


Closing date: 12noon, Monday 11th May 2026
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