
 

Job Description - Engagement Manager – Full-Time Volunteering Programme 
Fixed Term – 12 months fixed term maternity cover 

Job ref V309 
 
 

Location: In or around London - Home or office based.  Post Covid19 travel around London and 
South East will be required 
 
Role Reports To: Delivery Leader – Central England, South Yorkshire and FTV 
 
Direct Reports: None  
 
Job Family: 3 – Salary £24,000 (plus London weighting where applicable) 
 
Department: Delivery 
 
 
Volunteering Matters 
 
Volunteering Matters is the UK’s leading volunteering charity that brings people together to 
overcome some of society’s most complex issues though the power of volunteering. They engage 
over 20,000 volunteers every year through more than 100 programmes across England, Scotland, 
and Wales. 
 
They partner with communities to overcome adversity, tackling social isolation and loneliness, 
improving health, developing skills and opportunity and ensuring young people can change. 
Their local knowledge and energy is used to make action and progress, build stronger communities, 
and create a better future for all. 
 
Volunteering Matters is looking for a dynamic and proactive Engagement Manager to join our Full-
Time Volunteering Team 
 
We are a values-driven organisation, and are looking for someone who is compassionate, 
empowering, straightforward, inclusive and positive to support the delivery of the Full-Time 
Volunteering programme and all those involved in it. 
 
 
Purpose of the role 
 
Full-Time Volunteering (FTV) is an incredible opportunity for people aged 18 - 35 to undertake a life-
changing challenge and immerse themselves in long-term volunteering placements across the UK.  
Most Full-Time Volunteers are recruited in collaboration with key partners in Europe, Asia and 
Central & South America, as well as young people here in the UK, spending up to 12 months away 
from home to develop their skills and have a positive impact upon communities.  The volunteering 
placements range from supporting older people, people experiencing homelessness, disabled 
people, befriending and mentoring. 

The Engagement Manager will work across all aspects of volunteer management, including 
recruiting, interviewing, training and supporting young people from diverse backgrounds and 
experiences.  The role will include essential monitoring and record keeping requirements in 



 

accordance with UKVI and wider organisational compliance.  Some International travel may be 
necessary for networking, partnership development and volunteer recruitment 
 
The post-holder may also contribute to the wider work of Volunteering Matters, such a working 
groups around Safeguarding, Equality Diversity and Inclusion and many more. This role will be 
embedded within our Central England, South Yorkshire and FTV Team, and as such there may also be 
some overlap and involvement with other teams and in the shaping of other projects such as 
Mentoring and Youth Social Action.  
 
Key Duties 

 

• Recruit, interview and match volunteers to suitable volunteer placements across the UK 

• Develop and deliver training, and pastoral support to our Full-Time Volunteers throughout their 
placement 

• Provide administrative support for the project where required, involving processing volunteer 
expenses, DBS checks, maintaining compliance records, databases and use of Microsoft Office 
365 apps 

• Work closely with other members of the Full-Time Volunteering Team, Volunteering Matters 
staff, project partners to support volunteers and to ensure a high-quality volunteering 
experience for all 

• Complete and regularly review Risk Assessments to evaluate volunteer activities, and take 
action to resolve any Health & Safety issues which arise during the delivery of the project 

• Support and promote safeguarding throughout all delivery, including identifying and acting 
upon any safeguarding concerns 

• Contribute to the wider work of the organisation locally, regionally and nationally 

• Promote and adhere to Volunteering Matters Equality and Diversity Policy, Safeguarding Policy 
and all other Volunteering Matters HR policies relevant to this role 

• Play an active role in identifying and developing new business, including through recording and 
channelling the views and ideas of volunteers and the people we support 

 
Skills or Experience Required  

 

• Ability to interview, train, and support volunteers; 

• A passion for empowering and supporting people, and the ability to work in a person-centred 
way; 

• Resilient and adaptable to change, with a solution-focused approach;  

• Ability to engage volunteers from a range of backgrounds and experiences, including those 
newly arrived to the UK and who may have English as an additional language; 

• Excellent organisational skills and the ability to prioritise a demanding and developing workload, 
the ability to work under pressure and to deadlines; 

• Ability to motivate yourself and others to work autonomously at times; 

• Talent for building and maintaining effective working relationships with colleagues, 
stakeholders, the people we support and community partners;  

• Ability to assess risk and carry out and monitor risk assessments in changing environments;  

• Ability to self-reflect and an enthusiasm for learning and development;  

• Understanding of our values and the willingness to embrace them day to day. 
 
 
 
 
 



 

 
Benefits 
 
Our organisation is currently moving towards a fully flexible working system. We understand that life 
happens and if that means that it is easier and better for you to work different office hours then we 
understand that. You can discuss this further at interview or with your Line Manager before you 
start. 
 
Volunteering Matters has joined the ‘Cycle To Work’ scheme under Cyclescheme, which enables 
employees to access financial support with the cost of a new bicycle and any other cycle related 
equipment that may be needed for commuting to their permanent office-base. 
 
 
Other  
 
Location  
 
The post holder may choose to be home or office based in or around London, with a post-Covid 19 
expectation to travel across London and South East for this role.  The postholder will need internet 
access to enable remote working. IT equipment and infrastructure will be supplied.  
 
This role requires an enhanced Disclosure and Barring Service check. 
 
Our Values & Way of Working:  
 
In all that we do, we embrace a philosophy of ‘Freedom within a Framework’ and are guided by our 
values: Empowering, Inclusive, Compassionate, Positive & Straightforward.  
 
Diversity & Inclusion:  
 
Volunteering Matters welcome all applicants and we are keen to ensure our team reflects the 
diversity of the UK and the communities we work with.  
 
Disability Confident & Reasonable Adjustments:  
We guarantee to interview anyone with a disability whose application meets the minimum criteria 
for the role. Please provide evidence in your application, which demonstrates that you meet the 
level of competence required in the “Experience/Skills and attributes” section of this job description. 
To be considered for a guaranteed interview or to discuss any reasonable adjustments during the 
process, please state this in your application or contact join@volunteeringmatters.org.uk  for more 
information.  

 
This 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. 

mailto:join@volunteeringmatters.org.uk

