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To speak to a Breastfeeding Supporter call the National Breastfeeding Helpline on 0300 100 0210
 Job Description:   Central Support Coordinator
About the Breastfeeding Network
The Breastfeeding Network is a Scottish Registered Charity working across the UK. Our vision is a society where mums, parents and families can make informed decisions about breastfeeding, to access help when they need it and to become confident in their choices. For a new mum or parent deciding how to feed their baby, talking to a trained volunteer who knows about breastfeeding can make a crucial difference and the Breastfeeding Network strives to be the best we can be at providing peer support. We offer support in local communities through peer support as well as through our National Breastfeeding Helpline and Drugs in Breastmilk Service.
Background of post
The Central Support Coordinator is a key role based in our small office in Paisley whilst taking responsibility for the systems and administration of an organisation working across the UK.  The role has a remit to support all areas of the organisational administration to enable them to deliver services as safely, efficiently and effectively as possible. The role also includes line management responsibility for the Central Support Administrators.
We are looking at changes to support organisation efficiency and improvement. This role will support system implementation
Main duties and work tasks

Line management and Coordination
· Provide effective line management and professional development for Central Support Administrators, ensuring they are empowered and take responsibility to perform at a high standard while consistently applying HR policies and management procedures.
Systems and Organisation
· Support the development and implementation of new systems, processes and methods of delivery to improve efficiency and meet organisational needs.
· Develop and update processes and guidance materials to support the work of staff and volunteers.
· To co-ordinate administration BfN wide events, such as annual remote conference. 

Recruitment
· Coordinate the full trainee recruitment cycle, ensuring fairness, consistency and compliance with relevant policies.
· Manage trainee recruitment advertising including posting where required.
· Oversee application administration, supporting managers with shortlisting and selection activities.
· Ensure clear and timely communication with applicants throughout the recruitment process.
· Analyse and report on trainee application data and progression trends.

Volunteer Registration & Training Administration
· Coordinate the full volunteer registration lifecycle, including registration, re‑registration and de‑registration, ensuring compliance with organisational requirements.
· Coordinate administrative support for training courses, liaising with project staff and tutors and maintaining accurate course records.
· Arrange the collection and assessment of trainee references.
· Oversee DBS and PVG processes, ensuring compliance, acting as a counter signatory where required and resolving queries.
· Track and report on training course progress, contributing to proactive planning and scheduling.
· Coordinate the Registration of trainees and courses with OCN within required timescales and upload completion reports via Quartzweb.
· Oversee maintenance of accurate volunteer registration records and ensure timely communication at key points in the volunteer journey.
· Work with the Lead Internal Moderator to ensure accurate trainee reporting.
· Compile lists of newly qualified volunteers for inclusion in the newsletters and communications.

General Responsibilities
· Support office operations by overseeing health and safety arrangements, and, where required, covering phones and mail during office hours.
· Ensure all communication and documentation comply with brand guidelines and policies.
· Ensure cover for central support colleagues as required.
· Participate in team calls and meetings as required.
This is not an exhaustive job description and may be subject to change according to the needs and development of the role. It is expected that the post holder may undertake such other duties as may be reasonably requested.



Person Specification: 
What we are looking for

The following criteria will be used to help us assess candidates for this role.
	Essential

	
· Standard Grades/GCSEs in English and Mathematics at grade C or above
· Experience of business administration in a similar setting
· Good knowledge of MS Office 365 (including Word and Excel) and WordPress, maintaining databases, designing templates and spreadsheets, extracting data and producing reports
· Experience implementing new systems to improve efficiencies in comparable organisations
· Positive approach to change and willingness to drive continuous improvement
· Commitment to implement BfN’s GDPR and Information Governance requirements
· Ability to work effectively in a team within, and beyond, an office environment
· Experience of working independently and managing multiple priorities
· Excellent working relationship with colleagues as well as other stakeholders
· Ability to speak and write fluently in English
· Ability to deliver high levels of customer service and support to all staff and volunteers
· Ability to communicate effectively by email, in meetings and on the telephone
· Ability to manage small projects, either working individually or as part of a team, including developing a plan and delivering to deadlines
· Commitment to equality and diversity within the role
· Commitment to BfN’s code of conduct




	Desirable

	
· Previous experience of volunteer registration and membership administration
· Previous experience of recruitment processes and systems
· Previous experience of administering DBS/PVG checks
· Knowledge of Power Automate
· Experience of line management
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