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Volunteer Coordinator



	



Purpose
To deliver measurable growth, engagement, and impact across Brandon Trust’s volunteer programme by coordinating recruitment, onboarding, training, and retention activities. The postholder will ensure compliance, drive corporate partnerships, and contribute to strategic volunteer development goals.

Key Deliverables

· Volunteer Growth: Deliver initiatives that result in increased volunteer numbers.
· Recruitment and Retention: Deliver recruitment and retention strategies that result in increased volunteer acquisition and sustained engagement.
· Training Compliance: Ensure completion of mandatory training for all volunteers.
· Corporate and Community Engagement: Establish and implement strategies to attract new volunteers.
· Organise and deliver volunteer thank-you events, engagement activities, and communications that measurably increase volunteer retention, satisfaction, and programme visibility, demonstrating appreciation and celebrating contributions through targeted, impactful initiatives.
· Impact Reporting: Provide reports on volunteer contribution (hours, financial value, social impact).

Core Responsibilities

Volunteer Programme Delivery

· Implement targeted recruitment campaigns to attract diverse volunteers.
· Match volunteers to roles aligned with their skills and interests.
· Deliver structured onboarding and induction processes.
· Monitor and report on training compliance and volunteer engagement.
· Manage volunteer lifecycle including offboarding and recognition.

Stakeholder Engagement

· Act as primary contact for volunteers and corporate partners.
· Facilitate regular check-ins with volunteers and Enterprise Managers.
· Organise appreciation events and engagement activities to boost morale and retention.

Data & Compliance

· Maintain accurate volunteer records and ensure GDPR compliance.
· Use SharePoint and Teams to manage communications and data.
· Support the Volunteer Manager in compiling impact reports and KPIs.

Marketing & Communications

· Develop promotional materials and social media content to increase visibility.
· Collaborate with Marketing to amplify volunteer stories and successes.

Partnership Development

· Build relationships with community organisations and businesses.
· Identify and pursue opportunities for joint initiatives and volunteer sourcing.

Diversity & Inclusion

· Embed inclusive practices in recruitment and engagement.
· Ensure equitable access and support for volunteers from all backgrounds.

Skills & Experience

Essential

· Proven ability to manage volunteer programmes with measurable outcomes.
· Strong organisational and communication skills.
· Proficiency in Microsoft 365 and SharePoint.
· Ability to work independently and travel across the South West.
· Commitment to Brandon Trust’s mission and values.

Desirable

· Experience in safeguarding, volunteer coordination, and event planning.
· Familiarity with CRM, VMS and marketing platforms.
· Understanding of financial processes related to volunteer programmes.


Key Relationships

· Volunteer Manager and other Managers across Enterprises and Retail
· Fundraising colleagues
· Communications and Marketing teams
· Customers, partners and community stakeholders
· People teams including HR, Resourcing and Learning & Development
· Health and Safety Team
Skills and behaviours you need for this role

CORE SKILLS 

	Skill
	Level required 
for role
	What this means

	
Data Literacy
	
	
	
	
	
	Design and implement data strategies, using analytics to drive operational efficiencies and workforce insights, while ensuring full GDPR compliance.

	
Digital Skills
	
	
	
	
	
	Able to apply digital skills and security awareness to enhance efficiency, data protection, and workplace collaboration.

	Governance and Compliance
	
	
	
	
	
	apply governance and compliance principles to maintain operational integrity, risk management, and regulatory adherence.

	Commercial Awareness
	
	
	
	
	
	Apply financial principles to track spending, manage department budgets, and support financial decision-making. Responsible for tracking budgets and ensuring spending remains within agreed limits but does not set or approve budgets.

	
Health and Safety
	
	
	
	
	
	Apply health and safety policies in their daily roles and actively contribute to maintaining a safe and healthy working environment.

	Inclusion
	
	
	
	
	
	Applies inclusive practices in daily work and actively considers the needs of others.




BEHAVIOURS - VALUES

	Behaviour
	Level required for role
	What this means

	
Equip
	
	
	
	
	
	Individuals at this level actively apply preparation and consistency, ensuring access to accurate information and efficient workflows.

	
Involve
	
	
	
	
	
	Individuals at this level actively engage others in discussions, collaboration, and decision-making.

	
Support
	
	
	
	
	
	Individuals at this level actively provide support, encouragement, and advocacy for others.

	
Recognise
	
	
	
	
	
	Individuals at this level actively practice clear communication, listening, and responsiveness in their interactions.

	
Challenge
	
	
	
	
	
	Individuals at this level apply accountability, adaptability, and positive risk-taking to their work, ensuring progress and improvement.







COMPETENCIES

	Behaviour
	Level required for role
	What this means

	Decision Making
	
	
	
	
	
	Makes informed and confident decisions within their role.

	Entrepreneurial Thinking
	
	
	
	
	
	Regularly identifies and suggests improvements and contributes to innovation.

	Networking and Relationship Building
	
	
	
	
	
	Understands the importance of networking but needs support in initiating and maintaining connections.

	Planning and Organising
	
	
	
	
	
	Plans and manages tasks effectively, ensuring efficient completion of work.

	Self-Motivation
	
	
	
	
	
	Works independently and maintains motivation to achieve goals.

	Time Management
	
	
	
	
	
	Manages their own workload reliably, prioritising and planning effectively to meet expectations.

	Verbal Communication
	
	
	
	
	
	Communicates clearly and confidently in everyday conversations, adapting to different people and situations.



 
COMPETENCIES (Managerial)

	Behaviour
	Level required for role
	What this means

	Coaching and mentoring
	
	
	
	
	
	Understands the importance of coaching and mentoring but requires guidance in providing structured support.

	Team Building
	
	
	
	
	
	Understands the value of teamwork and collaboration but requires guidance in fostering effective team relationships.

	Performance Management
	
	
	
	
	
	Understands the importance of performance management but requires guidance in applying it consistently

	Employee engagement
	
	
	
	
	
	Recognises the importance of engagement but requires guidance in contributing to a positive work environment.

	Workforce planning and Development
	
	
	
	
	
	Understands the importance of workforce development but needs support in applying it.

	Conflict Resolution
	
	
	
	
	
	Recognises workplace conflicts but requires support in handling disputes effectively.

	EDI
	
	
	
	
	
	Understands the importance of EDI but requires guidance in applying it effectively.

	Empowerment and delegation
	
	
	
	
	
	Understands the importance of delegation but requires guidance in applying it effectively.

	Psychological safety and wellbeing
	
	
	
	
	
	Understands the importance of well-being and psychological safety but requires guidance in applying best practices.



24 hours a week


Reports to Volunteer Manager


Basic DBS


Hybrid - Brandon Sites, home and other agreed locations
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