
     

  

 
 

 

 

Job Description 
Engagement Manager (Volunteer Co-ordinator) Pembrokeshire Community Hub 

(Job Ref: V347) 
Start date 4th January 2022, initially for 12 months 

 
Hours:    21 hours per week 
Salary:    £14,400 (FTE £24,000) 

 
 
Volunteering Matters 
 
Everyone in the UK should have the opportunity to thrive. So we bring people together to overcome some of 
society’s most complex issues through the power of volunteering.   
 

We partner with communities to overcome adversity, tackling social isolation and loneliness, improving health, 
developing skills and opportunity and making sure young people can lead change. And because we’re a national 
charity, we do this at scale, sharing our expertise and building partnerships to make an even bigger impact.  

  
We turn local knowledge and energy into action and progress, building stronger communities and a better future for 
all.  
 
Volunteering Matters West Wales 
 
Formed in response to COVID, the Community Hub in Pembrokeshire is evolving, now with a remit much broader 
than crisis response. 
 
In partnership with PAVS and Pembrokeshire County Council, Volunteering Matters is looking for an experienced and 
dynamic individual to join our delivery team in West Wales.  The charity will look to recruit volunteers as “Hub 
Champions” who will be able to support and add value through supporting with calls, community events, 
information dissemination and also providing a Hub presence in local communities, promoting the support available 
and linking with the network of informal community support groups initially established in response to COVID. The 
new Hub will prevent escalation of individual difficulties through proactively promoting community solutions and 
services. It will work alongside community members to find the support they need to stay well, active, connected, 
independent and resilient. 
 
 
Purpose of the role 
 
To be responsible for recruiting, training, supporting our volunteers across Pembrokeshire and working closely with 
our partners and funders. 
 
The main focus will be on the Community Hub. With Hub partners, the post-holder will recruit volunteers to support 
the new Community Hub, develop and support the volunteer team and its activity, and work closely with the 
Community Hub Manager, Community Connectors and other community groups. 
 
The post-holder may occasionally be asked to assist with other Volunteering Matters work in the county, such as 
general volunteer recruitment, networking tasks and exploring new partnership opportunities. 
 
The post-holder will be accountable to the local Project Manager who reports directly to the Delivery Leader for 
Wales and the South West of England.  
 



     

  

 
 

 

 

 
Key Duties: 
 

1. Recruit, interview, induct, train and support volunteers. 
2. Work closely with partners and funders to establish Hub working practices and a programme of Outreach 

Surgeries, the purpose of which will be to provide information and signpost. 
3. Support volunteers in setting up new activities in locations where Outreach has provided evidence of need. 
4. Ensure monitoring and evaluation data is collected to measure impact against agreed outcomes. 
5. Provide administrative support for the project where required, processing volunteer expenses and 

maintaining databases. 
6. Maintain effective relationships with stakeholders and project partners on a day-to-day level. 
7. Prepare reports to funders, based on agreed outputs and targets. 
8. Risk-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 teamwork across the Hub and Volunteering Matters. 

 
Experience/Skills and attributes: 
 

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 carry 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. 
13. Experience of working with older people. 

 
Desirables: 
 

14. Ability to speak Welsh or a willingness to learn.  
 
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. 
 
 

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 


