Suas Volunteer Programme
Coordinator Information Pack

The Roles

Suas is seeking applications for the roles of Team Coordinator, Development
Coordinator and Education Coordinator on the Volunteer Programme (VP) 2019
Management Team. The coordinators will lead and support teams of volunteers
working with our partner organisations in India and Zambia during the summer of
2019.
Coordinators play a vital role in the successful delivery of the Volunteer Programme,
by supporting and coaching the volunteers, ensuring the safety and security of
all programme participants, working with the partner organisations to manage
the delivery of all volunteer placements and supporting volunteers in exploring
development issues.
Each year approximately 80 volunteers take part in the Volunteer Programme which
takes place over ten months and includes an eight-week international placements.
In 2019, Suas plan to send teams to India and Zambia to work with our partner
organisations.

Who we’re looking for

We are looking for enthusiastic people with a wide range of skills to take on the
role of Team Coordinator, Development Coordinator and Education Coordinator.
Coordinators demonstrate a high level of empathy and adaptability, have excellent
communication skills and are able to work effectively with others.

What you’ll get

The Coordinator role is challenging and rewarding, a 24/7 “in the deep end”
experience. It is a fantastic opportunity to develop your teamwork and leadership
skills, to manage a group of diverse and enthusiastic young people, and to work with
inspiring people in India and Zambia. It also provides an opportunity to:
•
•
•
•
•
•

Support volunteers in providing a quality, on the ground service to thousands of
children.
Collaborate with inspirational people in the partner organisations in ensuring the
successful delivery of the Programme.
Experience working cross-culturally & be exposed to different approaches.
Test your personal coping and adaptation skills.
Undertake training with experienced and professional experts.
Work as part of a team and learn more about how people work together.

Professional training is provided throughout the programme, details of this can be
found within this document.

In this pack you will find
•
•
•
•
•
•
•

An overview of the coordinator role
Information on finances and requirements of you as a coordinator
An overview of the training and preparation provided
An overview of provisional key dates for the 2019 Volunteer Programme
A role description for each Coordinator role
A summary of the Suas Volunteer Programme
Information on how to apply

Overview: Coordinator Role

Each team of 8-12 volunteers is accompanied internationally by a Team Coordinator,
who supports the team throughout the programme and works with the partner
organisation to manage the delivery of the Placements. Development Coordinators
work together to design and deliver the Global Perspectives component of the
Programme, and Education Coordinators provide practical support and advice to the
Volunteers on their role in the classroom.
The coordinators are involved with the Volunteer Programme from soon after they are
recruited through the preparation phase (Jan-May), internationally for 9 weeks (JuneAug) and once the volunteers return home (Sept). The coordinator team will receive
training from experts in the field over three weekends, equipping them with the skills
needed to support and manage a team of Volunteers through their placement in India
and Zambia.

What we ask of you

Coordinators attend three Coordinator Preparation Weekends, three Volunteer
Preparation Weekends, a Coordinator Return Day and a Volunteer Return Weekend.
Weekends are held on Saturday & Sunday of each weekend from 10am-5pm.
Dates for these weekends are detailed on page 5. Please be sure to check your
availability for these dates. Coordinators also spend an average of 2 hours per week
from January - May attending coordinator team meetings, meeting with Suas VP Team,
meeting with volunteers, planning sessions for preparation weekends and answering
queries from their team.
Coordinators are also responsible for their own personal preparations, which include
a fitness to travel process, acquiring a Visa and completing a course of vaccinations.
Each coordinator is asked to complete a series of end-of-placement reports. Some
coordinators choose to travel after their placement, and Suas usually provides 2-3
return date options to facilitate this

What past coordinators have said
“Being a leader is not about taking control, it is about guiding and empowering
others to make decisions.”
Louise Conway, Team Coordinator, DAS 2018

“Being a Coordinator on the Suas
Volunteer Programme was equivalent to
the practical application of an MBA.”
Brian Fallon, CEO and founder of Daft.ie,
Team Coordinator, Delhi 2008

This experience has taught me about true
leadership – not the kind that one might
read about in a self-help book, but the kind
that goes unremarked upon every single
day.
Cathy Howlett, Team Coordinator, Sundarbans
2012

Selfishly, you will grow more in three months than in three years. Selflessly,
you are contributing to a movement bigger than yourself, and your impact will
make a difference.
Meghan Early, Team Coordinator, Sundarbans 2015

You are the backbone of the operation and that’s where you get see the results
first hand.
Kate Hagan, Team Coordinator, Das 2015

Who we are looking for
•
•
•
•
•
•
•
•
•

A strong fit with the vision, mission and ethos of Suas.
Empathy and sensitivity towards others.
Excellent situational awareness; able to make
accurate risk assessments and exercise.
Good judgement, strong focus on health, safety
and security.
Commitment to the role and to own learning.
Ability to adapt to rapidly changing
circumstances.
Ability to put their own definition and structure
on the role.
Ability and desire to work closely and
collaboratively with others.
Passionate about social change.

Finaces

Coordinators are asked to fundraise €1,999. This €1,999 will cover the cost of flights,
training and preparation, insurance and accommodation while international. Anything
fundraised above this amount will go directly to Suas partner organisations.
Coordinators receive a stipend from Suas while away. This stipend will go some way
towards covering basic living expenses (food, water, transport, phone credit) while
away.

Pre-departure preparation and training

Below is a provisional outline of the planned Coordinator pre-departure training
for 2019. Preparation and training for Coordinators is led by Suas staff, with
external support provided by leading experts in facilitation, teamwork, personal &
organisational development, leadership and tropical health.
Coordinators have the opportunity to develop their personal and professional skills,
while preparing to deliver a service to Suas’ partner organisations in India and Zambia.
Areas/themes covered in Coordinator preparation include:
•
•
•
•
•
•

Leadership and personal development.
Team development & team building.
Conflict management.
Relationship building.
Crisis management.
Monitoring and reporting.

Provisional dates for VP 18
Coordinator Preparation Weekend 1			

February		

9th - 10th

Volunteer Preparation Weekend 1			

February		

23rd - 24th

Coordinator Preparation Weekend 2			

April			

6th - 7th

Volunteer Preparation Weekend 2			

April			

20th - 21st

Coordinator Preparation Weekend 3			

May			

11th - 12th

Volunteer Preparation Weekend 3			

May - June		

31st - 2nd

Coordinators Travel to Zambia (approx) 			

June			

5th

Volunteers Travel to Zambia (approx) 			

June			

12th

Coordinators Travel to India (approx) 			

June			

12th

Volunteers Travel to India (approx) 			

June			

19th

Zambia Placement Ends (approx) 			

August		

9th

India Placement Ends (approx) 				

August		

16th

Coordinator Debrief Day (approx) 			

September		

7th

Volunteer Return Weekend				September		14th

Role description: Team Coordinator (TC)
Location		 India/Zambia
Reports to		
Volunteer Programme Manager
Responsible for
Team of 8-12 Volunteers
Role duration 		
Jan – Sep (international placements of 9 weeks June – Aug)

Person specification

Acting as mentor and leader to a team of Volunteers, Team Coordinators have
experience of leading and managing teams, and of working in challenging situations.
They can demonstrate a high level of empathy and a passion for working with and for
others. With an ability to adapt and to work pro-actively through challenges, the Team
Coordinator manages the logistical requirements of the placement while working with
and supporting a group of enthusiastic young people.

Responsibilities include:
•
•
•
•

Leading a team of 8-12 Volunteers, ensuring their health and safety and coaching
them in teamwork and leadership throughout the pre-departure and international
phase.
Working in collaboration with partner organisation on delivery and management
of Volunteer Placements.
Facilitating volunteer team development and maintaining a healthy team dynamic.
Working as part of overall country coordinator team and reporting regularly to
Suas HQ.

Essential requirements:

Commitment to leadership: prioritises well-being of team, able to facilitate, direct and
lead team as required.
Teamwork skills: interpersonal sensitivity, awareness of the needs of others. Focused
on team effectiveness and achievement of shared goals, able to support healthy team
dynamic. Experience of working in team environments.
Openness to own learning: open to receiving feedback and working collaboratively
with others, open to learning from different styles and approaches.
Support and coaching skills: high level of emotional intelligence, understands
different support needs, able to support others through physically, mentally and
emotionally challenging experiences.
Passionate, highly motivated: passionate about working with others and about social
change.
Pro-active, self-reliant and positive: able to adapt to unexpected changes, positive
and proactive approach to challenges, able to work positively in an unstructured
environment, seeks advice and support when needed.
Task focused: sets own goals, supports team in achieving their goals, committed to
seeing job through to completion.
Excellent communication skills: ability to communicate with a wide range of
stakeholders and diverse personalities.

Desirable requirements:
•
•
•

Experience of leading and managing diverse teams.
Experience of living / working internationally.
Experience of making difficult decisions in a challenging environment.

Role description: Development Coordinator (DC)
Location		 India/Zambia
Reports to		
Volunteer Programme Manager
Responsible for
Global Perspectives component of Programme
Role duration Jan – Sep (international placements of 9 weeks June – Aug)

Person specification

Development Coordinators have a proven passion for international development
and a willingness to support Volunteers in developing their own understanding of
development. Approachable, with excellent communication skills, he/she can build
relationships with different stakeholders and engage them in Global Perspectives.
Comfortable with facilitating sessions with both large and small groups, flexible and
adaptable but able to work within set timeframes to achieve goals.

Responsibilities include:
•
•
•
•
•
•
•

Delivery of development education sessions at Volunteer Preparation Weekends.
Co-design of participatory development education sessions to be delivered to
teams internationally.
Working collaboratively to delivery Global Perspectives Week (Week 5 of
international phase).
Managing all planning and logistical aspects of Global Perspectives Week
Facilitating the delivery of some development education sessions during Global
Perspectives Week.
Measuring and monitoring Volunteer Learning.
Working collaboratively with the Coordinator Team to manage the Programme,
including the health, safety and security of Volunteers, and reporting regularly to
Suas HQ.

Essential requirements:

Passionate and motivated: Demonstrated interest in international development,
passionate about facilitating young people to learn about social change and develop
their critical awareness of global issues.
Communication skills: excellent presentation skills, ability to adopt facilitative and
directive styles, ability to communicate complex concepts in an engaging manner.
Experience of facilitative approach to learning, experience of communicating across
cultures. Experience of building relationships with different stakeholders.
Commitment to leadership: leads by examples in areas such as cultural awareness
and sensitivity, supports Volunteers in critically exploring the issues they see on
placement.

Teamwork skills: Interpersonal sensitivity, awareness of the needs of others. Ability to
work collaboratively with others to achieve common goals. Experience of working in
team environments.
Openness to own learning: open to receiving feedback and working collaboratively
with others, open to learning from different styles and approaches.
Proactive, self-reliant and positive: confident in own decision making, positive
approach to challenges, sets own goals in an unstructured environment, ability to
work both independently and collaboratively.
Excellent planning and organising skills: balance competing priorities, organise a
professional and engaging week-long conference for Volunteers, organise events
across multiple teams.
Support and coaching skills: high level of emotional intelligence, understands
different support needs, able to support others through physically, mentally and
emotionally challenging experiences. Experience of providing support to others.

Desirable requirements:
•
•
•
•

Experience of living / working internationally.
Experience of event management.
Experience of working in development education.
Experience of facilitating groups.

Role description: Education Coordinator (TSC)
Location		 India/Zambia
Reports to		
Volunteer Programme Manager
Responsible for
Practical teaching support for Volunteers
Role duration Jan – Sep (international placements of 9 weeks June – Aug*)

Person specification

A qualified and experienced teacher, the Teaching Support Coordinator will be
enthusiastic and motivated to support less experienced Volunteers in their role as
teaching assistants. Able to balance competing demands, he/she will be able to
prioritise working across multiple teams and be confident in their own decision
making. Able to adapt to an unstructured environment and the needs of diverse
individuals, he/she will have a high level of empathy and understanding for others
and will proactively support Volunteers in working through the challenges of their
placements. The TSC will take the lead on demonstrating an appreciation for different
models of education and will proactively encourage patience and collaboration
among Volunteers in their role in the classroom.

Responsibilities include:
•
•

Design and delivery of teaching support sessions at Volunteer Preparation
Weekends.
Design and delivery of teaching support sessions for Volunteer teams, which may
be targeted towards particular age brackets of children.

* Shorter placements will be considered for the TSC role, especially for full-time teachers. Please
contact us for more details.

•
•
•

Visiting Volunteer placements and seeking to gain an understanding of the
challenges faced by Volunteers.
Working with Suas to identify areas in which to support Partner organisations, e.g.
alternative classroom management styles.
Working collaboratively with the Coordinator Team to manage the Programme,
including the health safety and security of Volunteers, and reporting regularly to
Suas HQ.

Essential Requirements:

Professional teaching experience: professional teaching qualification and experience
of teaching, experience of working with different age groups.
Excellent communication skills: ability to communicate with a variety of stakeholders,
experience of communicating teaching methodologies to less experienced people.
Commitment to leadership: leads by examples in areas such as cultural awareness
and sensitivity, supports Volunteers in positively working through challenges on
placement. Encourages Volunteers to take ownership of their own placements.
Teamwork skills: interpersonal sensitivity, awareness of the needs of others. Ability to
work collaboratively with others to achieve common goals. Experience of working in
team environments.
Proactive, self-reliant and positive:
confident in own decision making,
positive approach to challenges,
sets own goals in an unstructured
environment, ability to work both
independently.
Excellent self-management skills:
balance competing priorities, work
across multiple teams and prioritise
competing demands from diverse
individuals.
Openness to own learning: open
to receiving feedback and working
collaboratively with others, open to
learning from different styles and approaches.
Support and coaching skills: high level of emotional intelligence, understands
different support needs, able to support others through physically, mentally and
emotionally challenging experiences. Experience of providing support to others.
Passionate, highly motivated: passionate about working with others, about social
change and education.

Desirable requirements:
•
•
•

Experience of working in an international education environment.
Experience of facilitating groups.
Experience of leading and managing teams.

Overview of Suas and the Volunteer Programme

Our vision is a world in which all children and young people have the opportunity to
realise their rights and achieve their full potential.

Suas’ mission

To transform the lives of children and young people through education. We will bring
about this change through:
1. Working with partner schools in the government and non-government sectors to
deliver quality education programmes to girls and boys in disadvantaged settings
in Ireland and internationally, particularly Sub-Saharan Africa; over time, using
results from this work to advocate, and support other agencies to advocate, for
quality education;
2. Working with young women and young men to educate and equip them as global
citizens to value and take action to promote education, gender equality and
diversity - and so challenge injustices and inequalities that prevent those living in
disadvantaged settings from educational and other opportunities;
3. Over time, collaborating with a wide range of agencies in Ireland and
internationally to build a wider social movement of people and agencies
committed to challenging these injustices and inequalities so children and young
people in disadvantaged settings can realise their right to education and so
achieve their full potential.
4. Integrating volunteering and mentoring opportunities into all aspects of our work.

Suas Volunteer Programme

The Suas Volunteer Programme forms an integral part of our service to our partner
organisations. Our service is tailored to the needs and challenges of the individual
partners and includes; a relationship based on mutual understanding and openness;
supporting our partners with financial and human resources to support their
communities; supporting the management teams of each Partner to improve
the efficiency and effectiveness of each organisation. Since 2002, over 1,200 Suas
Volunteers have worked with our international partners; the dedication of previous
participants has enabled the continuation and development of the Programme.
Today, the Volunteer Programme continues to
evolve; building upon the success of previous years
and responding to the ongoing challenges faced
by each partner organisation. The Suas Volunteer
Programme is an opportunity for young people
(typically 18-25 year olds) to work in India and
Zambia for 8 week placements. Placements are
spent volunteering in a community-based school
or educational project with one week of workshops
exploring global development (GP) issues. The
Programme gives participants an opportunity to
develop their professional skills, work in a team and
learn about issues affecting our interconnected world.

The Programme has 2 goals:
Goal 1: Supporting Education in Our Partner Schools.
The Suas Volunteer Programme is a professional work placement; it is challenging and
rewarding. Volunteers work with local teachers for an average of 40 hours per week:
assisting with curricular development and activities, providing one-to-one support
to children and producing Teaching Learning Materials (TLMs). Volunteers are also
involved in a number of extra-curricular activities, including: summer camps, arts and
crafts, football, rugby, hurling and drama.
Goal 2: Creating Networks of Young People to Make a Difference.
The Programme is a way to meet like-minded individuals and work towards change,
both in Ireland and internationally. It’s about leadership and serving the needs of
others. The Programme facilitates the creation of a network of young people; many
of whom make far-reaching contributions to their local communities following their
placement.

Part of our international partnership model

The Volunteer Programme is part of the wider service provided by Suas to our
Internationally Partners; the Programme builds trust and respect, and helps us work
together to make a real difference.
The programme is demanding, intense and challenging. The number one priority for
the Volunteer Programme is the safe completion of all participants, without serious
incident to child, teacher, staff or volunteer. The Coordinator role is one of the
fundamental ways of ensuring that the support to the team is sufficient for them to
meet the challenges.

Apply now

If you would like to apply for a Coordinator Role in this round, please send a current CV
and cover letter to alexb@suas.ie by midnight Wednesday, December 5th 2018.
Application should include:
• Your motivation in applying for the position.
• Your experience leading and working with teams.
• Your experience working in challenging environments.
• What you feel you will bring to the role.
• What you hope to gain from the role.
• Other experience and skills relevant to the role.

Want to find out more?

If you would like to find out more about the role, please contact the Volunteer
Programme Team at vp@suas.ie or on 01-6621400.
Be sure to tell us about yourself and your motivation for interest in the role. We can
put you in touch with former Coordinators if you would like to chat to someone about
what the role involves.

