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JOB DESCRIPTION 

 

Job title  Volunteer Coordinator       

Salary   £26,000 per annum (pro rata) 

Contract  Fixed term – end March 2020 

Hours   14 hours per week. Occasional evening and weekend working  

Responsibility  Volunteers and interns 

Location  Bromley by Bow Centre and off site venues  

 

BACKGROUND  

 

The Advice Service forms a key part of the Centre’s integrated approach to the provision of services 

that support the improved health and wellbeing of our community. 

 

The Advice Service provides support in a number of areas including welfare benefits, housing, debt, 

financial and consumer advice. We provide information at assisted information level and advice at 

general help and casework level. We also signpost and refer onto partner organisations working at 

specialist level with welfare benefits, debt, housing, immigration, and legal advice.  

 

The service is delivered at the Bromley by Bow Centre, Bromley by Bow Health Partnership and at a 

range of local community locations such as employment and housing provider venues. 

 

Demand for advice work nationally and at the Bromley by Bow Centre has continued to grow year on 

year due to the impacts of austerity on low income households. In response to the increasing demand 

we have reviewed our Advice Service and developed a new Volunteer Coordinator role.  

 

PRIME RESPONSIBILITIES 

 

The Volunteer Coordinator will be responsible for the recruitment, training, induction, on-going support, 

supervision, and development of volunteers. The Volunteer Coordinator will build capacity within the 

Advice Service and create additional channels to advice and information for members of our local 

community enabling Advisors to assist people with complex advice issues, complement and increase 

the effectiveness of our provision, and provide support to more people in our local community.  

 

The role will work within the Centre’s Investors in Volunteers (IiV) Framework.  

 

 



 

  

DEATILED RESPONSIBILITIES 

 

Volunteer support 

 Support volunteers to deliver social welfare advice to members of our local community 

 Liaise with the relevant supervisors to ensure effective volunteer supervision and management 

 Deploy volunteers to increase Advisors capacity to carry out casework 

 Recruit, train, induct and provide on-going support to volunteers  

 Monitor volunteer retention and implement strategies to improve it if required  

 Work within the Centre’s IiV framework to support the delivery of volunteering to a high 

standard 

 Ensure any issues are escalated appropriately via supervisors, line management and HR where 

necessary 

 

Partnerships and communication  

 Develop and maintain effective relationships and communication with project stakeholders  

 Develop new partnerships locally to ensure volunteer recruitment and development 

opportunities  

 

Administration 

 Ensure that appropriate records are kept and evaluation activities completed 

 Maintain client confidentiality and protect client data in accordance with the Centre’s GDPR 

policy and procedures  

 

Volunteer Training and Development  

 Work collaboratively with Advice Service colleagues, trainees and interns to support volunteer 

engagement in service and skills development 

 Meet with volunteers to assess their progress and satisfaction  

 Ensure supervision, appraisal and performance reviews are carried out as required by the 

Centre policies 

 Ensure that volunteers are aware of training available to them through the Advice Service and 

any vacancies in the team which they would be eligible to apply for 

 Provide training and information sessions to internal staff and external organisations around 

volunteering  

 

 Training and development  

 Attend one-to-one meetings and performance appraisal meetings with the Advice Senior  

Manager 

 Undertake regular training for the development of the project and individual career progression  

 

Additional responsibilities  

 Support the Bromley by Bow Centre’s vision, mission, strategic objectives and values  

 Adhere to Centre policies and procedures at all times 



 

  

 Plan, supervise and support volunteer led sessions 

 Work closely with other programmes and projects to share knowledge and integrate 

approaches to volunteering 

 Actively contribute to team meetings, away days and development of the Advice Service 

 In liaison with your line manager, actively contribute to the strategic planning and development 

of the Advice Service 

 Participate in internal and external meetings as agreed with your line manager 

 Produce own correspondence and perform administrative tasks for the effective running of the 

service 

 Undertake any other additional tasks as reasonably deemed appropriate by your line manager 

 

 

PERSON SPECIFICATION 

 

ESSENTIAL EXPERIENCE AND SKILLS 

 

 Minimum of 2 years’ experience of supporting volunteers 

 An understanding of the impact social welfare law advice has on members of the community 

 Ability to work on own initiative, prioritise and organise own workload 

 good oral and written communication skills and a community language would be an advantage 

though not essential 

 Ability to make complex information accessible to clients and volunteers 

 Excellent interpersonal skills with experience in dealing with enquiries from the public, in person 

and by telephone or email 

 Experience of working within a community setting 

 Understanding of and commitment to the principles Bromley by Bow Centre aims and 

objectives 

 Commitment to support the development of Social Policy work 

 Ability to make a full contribution to the effective running of a team 

 Understanding of Equal Opportunities and ability to put policy into practice 

 Ability to use Information & Communication Technology within the Centre 

 Familiarity with the use of on line database tracking systems 

 Understanding of the social determinants of health  

 

PERSONAL ATTRIBUTES  

 

• Self-motivated  

• Enthusiastic with energy and drive  

• Personable and approachable  

• Integrity 

• Adaptable and flexible  



 

  

• Committed to improving the health and wellbeing of local residents  

• Committed to the benefits of volunteering 

• Committed to own professional development  

 

The candidate will be expected to demonstrate and/or substantiate all the essential elements of the 

person specification. 

 

The Bromley by Bow Centre is an equal opportunities employer and welcomes applications from all 

sections of the community.   

 


