Hull CVS
Volunteer Coordinator
Job Description

Job Title: Volunteer Coordinator

Responsible to: Head of Community Development

Based at: The Strand, 75 Beverley Road, Hull, HU3 1XL
Working Hours: 35 hours per week

Term: 1 Year Fixed Term (Longer subject to funding)
Contract: Fixed term contract or secondment opportunity
Scope:

Hull CVS as the parent charity operating within Hull; and Meeting New Horizons as the charity’s
subsidiary body delivering services in the wider Yorkshire & Humber region; have been established
to provide development and support services to local communities and the voluntary, community
and social enterprise (VCSE) sector. A key part of our role is to provide a broad range of services
and support to these organisations to aid their start up, effectiveness and longer term
sustainability.

We currently provide a range of traditional services and advice that fulfils the everyday needs of
charitable organisations, including supporting the recruitment and management of volunteers;
delivering governance and constitutional advice to organisations; and providing a range of direct
business support functions including low cost accommodation and room hire; networking
opportunities; training; funding advice; payroll services; and finance and HR management; all
helping organisations to start, grow and develop.

In addition to supporting the local sector, Hull CVS and MNH also directly delivers a range of
projects to support local community empowerment. These include a range of volunteering
programmes; patient voice and advocacy; direct payments support; and the administration of a
number of small grant programmes for local Charitable Trusts.

Overall Objective:

Hull CVS are the accredited Volunteer Centre for Hull and the leads locally in supporting people
into volunteer role and advising organisations in policies and procedure that are required to
offer the best placements.

This role will include actively managing the digital volunteer system, Hull Volunteer Centre and
Hull CVS volunteer programmes. Volunteers will be at the heart of the work and you will




therefore be passionate about volunteering and will want to promote the voice of the volunteer
and advocate for volunteers’ needs, such as training, representation, whilst ensuring suitable
reward and recognition.

The role will be a key advisor to volunteer hosting organisations in the local area and support
them in providing the best volunteer experience. This will encompass helping in the
development of volunteer management policies and practice which reflect current best practice.

Specific Duties and Responsibilities

Volunteer Brokerage:

Provide ongoing management of digital systems aimed to improve the awareness of local
volunteering initiatives and maximise recruitment and management processes for
organisations utilising volunteers.

To support ongoing recruitment and training campaigns with both organisations and
volunteers, to encourage utilisation of the centralised volunteering platform.

Contribute to the suite of documents, resources and strategies in relation to volunteering
for adoption locally and more widely.

To support in the development and delivery of private sector employee supported
volunteering and wider Corporate Social Responsibility activity.

Volunteering Development:

To work with volunteer hosting organisations to review new and existing volunteer roles to
support their initiatives.

Develop and manage a new Volunteer Forum. This will be a community of practice for
volunteers where opportunities and threats can be identified and responded to effectively.
To support short, medium and long term initiatives aimed at improving the volunteering
experience in the local area, including those relating to volunteer passports, training,
rewards concepts, and volunteering value & impact monitoring.

To support the increase in size and diversity of the volunteer workforce in the local area.
To support campaigns, initiatives and recognition activity linked to volunteering and
volunteer management.

Internal Programmes

To manage existing volunteers and support in the recruitment of new volunteers for Hull
CVS volunteer programmes.

To oversee and ensure the smooth running of the Volunteer Centre.

To provide advice to internal departments on best practice in the utilisation of volunteers.
To support Hull CVS in achieving and maintaining volunteer accreditation.

To assist managers in funding applications for internal volunteer programmes.

Reporting and Performance Monitoring:

To maintain a volunteer database detailing volunteers’ details and activities to enable
performance and trends to be monitored.

To work with the wider CVS team ensuring that volunteering activity is linked into the
wider activities of Hull CVS, including volunteers training needs.

To gather and collate quantitative and qualitative data about volunteering on a regular
basis for funders, trustees and other key stakeholders.

Collate and produce case studies for contribution to the Hull CVS Annual Report.




General Duties:

To ensure that members of your team and wider organisation are adequately informed of
your work as appropriate and information is provided as requested by your line manager.
To participate in planning and team building activities within the company and to
contribute to the core operation and development of the organisation.

To take part in supervision / appraisals as agreed in line with organisational policy.

To undertake in-service training as appropriate.

To respect confidentiality of all information acquired through working at the organisation
within the framework of the confidentiality policy.

To adhere to company policies and procedures.

To undertake any other duties commensurate with the level of responsibility of this post
which you may be asked to undertake by Senior Management.

To have a strong commitment to equality and diversity and to form effective working
relationships across our diverse communities.




