
 

Job Description 
Volunteer Manager – Grandmentors Bradford 

Fixed Term Contract 
Job ref V288 

 
 
Volunteering Matters 
 
At Volunteering Matters we use volunteering’s unique power to bring people together and build 
stronger, more resilient communities across the UK. 
 
We bring people together to resolve some of society’s most complex issues.  From social isolation 
and loneliness; improving health and wellbeing; building skills, confidence and opportunity; to 
ensuring young people can become change makers in their community, the impact that we make is 
great.  And we won’t stop until everyone in the UK has the opportunity to thrive.  
 
People-led and impact driven, we’re a national charity that is deeply embedded in local areas across 
the UK.  We operate in five regions: London and the South East; Wales and the West of England; East 
of England; the Midlands and North West England; and Scotland and North East England.  We also 
have an Employee Volunteering Team with over 25 years’ experience, acting as a broker to provide 
tailor-made solutions to employers. We turn local knowledge and energy into action and progress, 
building stronger communities and a better future for all. 
 
Volunteering Matters is looking for an experienced and dynamic Volunteer Manager to join our 
Central England and South Yorkshire 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 training and supporting volunteers to take part in our 
intergenerational mentoring project Grandmentors delivered in partnership with Bradford Council.  
 
The post holder will be accountable to Delivery Leader - Central England and South Yorkshire. 
 
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 to use their 
lifetime of skills and experience to support young people (age 16-24) who also lack positive adult 
role models. Grandmentors work closely with their mentees to help improve their confidence, 
aspirations, social and independent life skills.  
 
 
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.  
 
This is a fixed term contract until 30th September 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.  
  

 


