
 
 
 
 
 
 

 

 

 

 
 

 

 

JOB DESCRIPTION 
 

 VOLUNTEERING MATTERS EUROPEAN OFFICE AND VOLONTEUROPE SECRETARIAT: 
EUROPEAN PROJECT COORDINATOR 

 
Job Reference:  

(ref: V87) 
 

Volunteering Matters 
 
Volunteering Matters (formerly CSV) has been leading UK volunteering in policy and practice for 54 years. 
We develop and deliver effective volunteer-led solutions to some of the most significant challenges facing 
individuals and their communities today. We know, through years of successful work, that investing in 
people through the power of volunteering makes a tangible difference; improving health and wellbeing, 
building stronger more cohesive communities and achieving lasting results. Our vision is of a society where 
everyone can participate in their local community through volunteering and social action. Our mission is to 
invest in people through volunteering to reduce inequalities and isolation, improve health and well being 
and so build a stronger more inclusive society. 

Volonteurope 
 
Volonteurope was established in May 1981 as an international NGO under Dutch law. Volonteurope  is a 
leading European civil society network promoting volunteering, active citizenship and social justice. Its’ 
Secretariat is hosted and supported by Volunteering Matters, the UK’s leading volunteering and social 
action charity.  
 
Through its membership of over 50 civil society organisations, partner networks and platforms across 
Europe, Volonteurope implements innovative approaches to encourage active European citizenship and 
enhancing participatory democracy at local, regional, national and European level.  
 
Volonteurope is committed to the principle that every person has a role to play as an active citizen in their 
community and that access to volunteering should be a right for everyone. The network works with EU 
institutions and has a co-representation with the European Volunteer Centre CEV on the European 
Economic and Social Committee Civil Society Liaison Group. It is a member of Social Platform, European 
Alliance for Volunteering and an associate member of Life Long Learning Platform, and an active partner of 
SOLIDAR, European Civic Forum and other networks and umbrella bodies in Europe. 
 
Volonteurope receives its main source of funding from an operating grant under the European 
Commission’s ‘Europe for Citizens’ Programme. The Network is managed by the Secretary General (also 
Head of European Affairs at Volunteering Matters) with strategic input from the Volonteurope Board.  
 
 
 

http://www.volunteeringmatters.org.uk/


 
 
 
 
 
 

 

 

 

 
 

 

 

 
Volonteurope Secretariat  
 
The network’s Secretariat is hosted and supported by Volunteering Matters and is located within the 
European Office (part of the External Affairs Directorate) at Volunteering Matters. The Secretariat is 
managed by the Secretary General (the Head of European Affairs at Volunteering Matters). The Secretariat 
is further funded by a number of European projects including Erasmus+ Key Action 2 Strategic Partnership 
Projects for youth and adults. 
 
The Role 
  
The European Project Coordinator will be a full-time (35 hours) post, subject to a probationary period of six 
months, currently secured until August 2017. Subject to further funding being secured the post may be 
extended.  
 
The successful post holder will report to the Head of European Affairs and Volonteurope Secretary General.  
 
Main Responsibilities 
 
1. Coordinate all European Projects, including the Erasmus+ Key Action 2 Strategic Partnership projects 

and the EU Aid Volunteers Technical Assistance project. 
2. Develop the contents of the European projects in agreement and cooperation with other project 

partners located in other European countries, build relationships with the project partners and develop 
new ones with further stakeholders. 

3. Deliver training modules; create toolkits and curricula, and other intellectual outputs, as required by 
the contents of the European projects.  

4. Ensure the successful delivery of all of Volunteering Matters’ and Volonteurope’s obligations as 
specified by the project plans and project agreements with partners, by actively engaging the most 
appropriate client groups. 

5. Work with Volunteering Matters’ Head of European Affairs/Volonteurope Secretary General on further 
positioning and strengthening Volunteering Matters’ and Volonteurope’s presence and brand at 
European level, particularly in the field of lifelong learning and youth engagement. 

6. Attend European project meetings of partners and represent Volunteering Matters and Volonteurope. 
7. Engage with institutional stakeholders at EU Member State and EU level. 
8. Support the Volunteering Matters’ Head of European Affairs/Volonteurope Secretary General and the 

Secretariat in securing future projects.  
9. Be an active member of the Volonteurope Secretariat and the wider Volunteering Matters’ team, and 

to contribute to the overall fulfilment of the Volonteurope Mission. 
10. Travel and work across Europe including, at times, outside of regular working hours. 
11. Work closely with Volunteering Matters’ External Affairs Directorate, and support other Volunteering 

Matters’ colleagues when required. 
 

http://www.volunteeringmatters.org.uk/


 
 
 
 
 
 

 

 

 

 
 

 

 

The job description gives an outline of key duties and is not intended to be an exhaustive list. The post 
holder may be asked, from time to time, to take on other responsibilities as reasonably requested by their 
manager. 
 
 
 
Person Specification 
 
In deciding who to shortlist and appoint to this post, we will be looking for evidence of the following skills, 
knowledge, experience and personal qualities: 
 
Essential 
 
1. Demonstrable experience of working within formal, non-formal or informal learning provision 

environments, including working with disadvantaged young people and with other marginalised 
groups. 

2. Demonstrable experience of coordinating projects, particularly those engaging volunteers and multiple 
partners and stakeholders. 

3. Demonstrable experience of engagement in the delivery of professional volunteer management 
projects. 

4. Demonstrable experience of working with diverse internal and external stakeholders, including policy-
makers in the field of youth education and/or adult learning, as well as experience of working in an 
international environment. 

5. Demonstrated experience of representing an organisation at events, roundtables, training sessions, 
including public speaking, engagement in debates and delivery (and design) of training. 

6. Excellent communication and interpersonal skills with fluency in English.  
7. Excellent organisational skills, including an ability to act on initiative, prioritise work and meet multiple 

deadlines. 
8. Ability to adapt to flexible working, including working remotely. 
9. Strong commitment to promoting volunteering, active citizenship and social justice. 
10. Excellent attention to detail. 
11. Experience of taking responsibility and ownership of projects. 

 
 
Desirable 
 
12. Knowledge of French, Spanish or anther European language.  
13. Knowledge of European funding environment and European institutions. 
14. Knowledge of National and European polices surrounding volunteering.  
15. Experience of writing funding applications. 
16. Experience of volunteering. 

 
 

http://www.volunteeringmatters.org.uk/

