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Site Supervisor
Volunteer Role Description 

Role Purpose / Summary
· To open, close and take responsibility for the supervision of volunteers and visitors on site for designated days or part days.

Key Responsibilities
· To open the site at 10am and ensure it is closed at 2pm, putting out and taking in the Open sign.
· Work with assistant site supervisor when available and site guides to spread the load on site ensuring a positive experience for all.
· Ensure volunteers sign in and out. 
· Ensure that any visitors to site are welcomed and receive a guided tour where relevant. (Guidance is available) Ideally delegate to a site guide.
· Encourage visitors to become volunteers and to sign up to our monthly newsletter.
· Be aware of the monthly jobs list and skills wanted to help volunteers find a suitable task on arrival.
· Put out for sale any produce or plants and make sure the donations box and QR code and notices are in place and put away afterwards. Advise trustees via whatsapp if more than £25 in cash in the box.
· Understand the watering needed on site and its frequency, watering is carried out or by delegating to a competent volunteer. Get waterers to record what they have done on the sheet in Poly 1. Check at end of day to see completed.
· Make sure the site is tidy at the end of the session and that tools and equipment is put back in the correct place in a good state. Check all taps are in off position.
· Update the diary before the end of the session and ideally load the volunteer and visitor attendance in the app provided. (This is vital information for funders us rating our success.)
· Take responsibility for first aid and site safety within the policy guidelines of WCG reporting any accidents or incidents. (This includes ensuring nobody is left on site when you lock up.
· Take care of the keys for the site, be familiar with the gate key combination.
· Be familiar with our safeguarding policy and report any concerns to trustees immediately, taking advised actions as per policy or as advised by a Trustee.
· Report any complaints, taking brief details and a name and if not a volunteer, an address or email so this can be logged and followed up if necessary.

Key working relationships
· Assistant Site Supervisor 
· WCG trustees
· Partner organisation leads
· Small Garden leads
























Person Specification
Have been a regular volunteer for at least 3 months.
Filling in the skills and capabilities form below will help us understand the skills you bring and the areas you want to learn about.

	Values and Behaviours
	
	
	

		Demonstrates diversity and difference, operates with integrity and openness 
	
	 

	




	Reliability – Consistently turning up and performing the role, letting a Trustee know in advance if unable to fulfil the role.

	*Skills and Capabilities
Be competent in at least 2 of below, + Willing to learn at least 1
	Expert
	Competent
	Want to learn

	Vegetable gardening

	
	
	

	Edible plant gardening
	
	
	

	Fruit tree and bush growing
	
	
	

	Bee Keeping
	
	
	

	Soil management / composting / permaculture
	
	
	

	Talking therapies, counselling, wellbeing
	
	
	

	Special needs support
	
	
	

	Outdoor Cooking
	
	
	

	Carpentry or woodwork (construction)
	
	
	

	Simple accounts (Treasurer)
	
	
	

	Fundraising
	
	
	

	Confident communicator, make presentations
	
	
	

	Copywriting, web content
	
	
	

	Social Media content and promotion
	
	
	

	Artist, Signwriter, Illustrator
	
	
	

	Volunteer management and motivation
	
	
	

	Community engagement
	
	
	

	Teaching/mentoring
	
	
	

	Health and safety
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