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Job Description 
 

Development Officer 
Based in Newcastle  

Job ref: V217 
Volunteering Matters 
 
Volunteering Matters has been leading UK volunteering in policy and practice for over 55 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 
wellbeing and so build a stronger more inclusive society. 
 
Volunteering Matters is a values-based organisation, our staff and volunteers are committed to our values and 
demonstrate this through the way that we work and our commitment to providing high quality experiences for our 
volunteers, beneficiaries and partners. Our values are: 
 

-          We are honest and transparent 
-          We are collaborative 
-          We are ambitious 
-          We are innovative 
-          We are inclusive 

 
Volunteering in Social Care - Newcastle  

Volunteering Matters has been commissioned by Newcastle City Council to lead an innovative and exciting 

opportunity to design and develop mechanisms to strengthen the volunteering infrastructure around health and 

social care across the City. Working in partnership with a range of stakeholders including Voluntary and statutory 

organisations, people receiving care and their carers, we will raise the profile of volunteering within social care and 

support organisations to develop of volunteering opportunities that have a positive impact on people’s lives and 

wellbeing. 

 

This is a capacity building project and will focus on creating and strengthening networks, raising the profile of the 

impact of volunteers within social care and promoting best practice. 

We are looking for an experienced and dynamic Development Officer to join our team to develop this exciting piece 
of work. We are looking for someone who can work flexibility and demonstrate an understanding and commitment 
to our organisational values. You should have a passion for volunteering and the impact it can have on people’s lives. 
 
Key Duties 
 

1. Raise the profile of volunteering within social care across Newcastle engaging both existing and new 
stakeholders 

2. Engage with and involve local and regional organisations to inform the development and delivery of the 
project resulting in sustainable capacity building  
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3. Map existing provision and developing new ways of engaging with and linking organisations and networks  
4. Empower Social care organisations to understand the benefits of involving volunteers and to be able to 

manage the process and procedures involved.  
5. Organise a series of events for stakeholders including a series of skill development opportunities for 

volunteers in health and social care 
6. Develop a range of resources to support organisations to involve volunteers   
7. Engage with national and regional leaders in the field of volunteering in order to share learning and 

showcase the projects progress on a National stage 
8. Ensure all administrative tasks are completed including collecting monitoring and evaluation data  
9. Maintain effective relationships with stakeholders and project partners,  
10. Prepare high quality reports for internal and external audiences. 
11. Carry out risk assessments on all events and activities  
12. Understand and comply with Volunteering Matters policies and procedures including Safeguarding and Data 

Protection  
13. Play an active role in identifying and developing new business. 
14. Contribute to joint working and team work across Volunteering Matters. 

 
Experience/Skills and attributes: 
 

1. Experience and proven ability to build and maintain effective partnerships and relationships with external 
and internal colleagues, stakeholder and partners. 

2. Ability to understand the aims, opportunities and challenges faced by organisations and to encourage and 
enthuse them to engage with new ways of working. 

3. Proven experience of working as part of a team with shared responsibilities and priorities. 
4. Excellent organisational skills and the ability to priorities demanding and developing workloads, the ability to 

work under pressure and to deadlines. 
5. Ability to motivate and engage people.  
6. Ability to demonstrate an understanding of best practice in volunteer management  
7. Excellent written and verbal communication skills. 
8. Strong negotiation and facilitation skills. 
9. Ability to assess risk and carrying out risk assessments. 
10. Evidence of good administrative and IT skills and the ability to maintain project monitoring, administrative 

and financial records.  
11. Understanding of and commitment to Equality and Diversity. 
12. Understanding of and commitment to Data Protection and confidentiality. 
13. Understanding of financial processes. 
14. Understanding of principles of safe guarding and experience of carrying out safe guarding policies and 

procedures. 
 

Appointment to this position is subject to an enhanced disclosure check (DBS). Having a conviction will not 

necessarily cause a bar to employment. 

The job description is intended to include the broad range of responsibilities and requirements of the post. It is 

neither exhaustive nor exclusive but while some variations will be expected, these will be at an appropriate level 

for the role. 


