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Job Description  
Volunteer Manager  

(job ref: V219) 
Fixed Term Contract until 31st March 2021 

 
Volunteering Matters  
 
Volunteering Matters is a national charity leading UK volunteering in policy and practice. We make a 

positive impact on the lives of thousands of people every year, and support some of the most 

vulnerable people in society – supporting families in difficulty, young people, disabled and 

vulnerable adults and isolated older people. 

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.  
 
Volunteering Matters is a values-based organisation; our staff and volunteers are committed to our 
values and demonstrate this through the way 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 Matters West Midlands 
   
Volunteering Matters is looking for an experienced and dynamic Volunteer Manager to join our 
Delivery Team. We are looking for someone who can work flexibility and demonstrate an 
understanding and commitment to our organisational values. 
 
Purpose of the role 
 
The role will involve recruiting and supporting volunteers to take part in the projects and programmes 
delivered across the West Midlands.  It will primarily focus on our Grandmentors programme in 
Warwickshire but may also support delivery of our national programmes including Full Time 
Volunteering, Retired Senior Volunteers Programme (RSVP) and Employee Volunteering. 
 
The post holder will be accountable to the Head of Wales and South West. 
 
Grandmentors  
 
The Grandmentors Programme was founded in 2009, and has been jointly developed by Volunteering 
Matters and the Jecda Foundation. Its aim is to mobilise older volunteers age 50+ to use their lifetime 
of skills and experience to support young people (age 16-24) leaving the care system who also lack 
positive adult role models. Grandmentors work closely with their mentees to help improve their 
confidence, social and independent living skills.   
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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 her/his manager. 
 
Key Duties: 
 

1. Recruit, interview, induct, train and support volunteers. 
2. Work closely with partners/referral agencies and funders to ensure a steady flow of 

beneficiaries into the projects. 
3. Manage the matching process of volunteers and beneficiaries 
4. Ensure monitoring and evaluation data is collected 
5. Provide administrative support for the project where required, this will involve processing 

volunteers expenses and maintaining databases. 
6. Maintain effective relationships with stakeholders and project partners on a day-to-day level. 
7. Prepare reports to funders. 
8. Risks assess volunteer activity and carry out regular reviews. 
9. Play an active role in identifying and developing new Business. 
10. Contribute to joint working and team work across Volunteering Matters. 

 

Person Specification 

Your covering letter should demonstrate how you fulfil these requirements.  

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: 

 
Experience/Skills and attributes: 
Essential 

1. Experience of recruiting, training and managing volunteers. 
2. Ability to motivate and engage people.  
3. Experience of working in partnership with other agencies. 
4. Excellent written and verbal communication skills. 
5. Excellent organisational skills and the ability to prioritise a demanding and developing 

workload, the ability to work under pressure and to deadlines. 
6. Strong negotiation and facilitation skills 
7. Ability to assess risk and carrying out risk assessments 
8. Evidence of good administrative and IT skills and the ability to maintain project monitoring, 

administrative and financial records.  
9. Understanding of and commitment to Equal Opportunities  
10. Understanding of and commitment to Data Protection and confidentiality. 
11. Ability to build and maintain effective working relationships with colleagues, stakeholders and 

partners 
12. Understanding of financial processes 

 
Desirable 
 

1. Experience of using databases  
 

Appointment to this position is subject to an enhanced disclosure check. Having a conviction 

will not necessarily cause a bar to employment. 

http://training.csv.org.uk/CSVHRRECRUITMENTSELECTION/SectionK.htm
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Terms and conditions 
 
Hours: 35 hours a week. Normal hours are 09:00 to 17:00 though occasional evening 

and weekend work will be required. 
 
Location:  Warwickshire County Council offices – the role is likely to be split between 

locations in Warwick and Nuneaton, reflecting the need for the service to 
cover the whole county. Travel across the county will be required. 

 
Holidays:  24 days per annum plus public holidays and 3 discretionary VM days over 

Christmas 
 
Pension:   Contributory Flexible Retirement Scheme 

Life Assurance:  Cover for death in service up to 3 times annual salary at no 
cost to the employee 

 
This is a fixed term contract until 31st March 2021.  
 

Volunteering Matters is committed to Equal Opportunities. 

As users of the disability symbol, we guarantee to interview all disabled applicants who meet the 
minimum criteria for the vacancies. 
 
   


