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Job title Volunteer Centre Co-ordinator Department Community 
Development  
 

Position 
reports  

Community Cohesion Team leader Position is 
responsible 
for 

Volunteers  

Location:  
 
South Glos wide – with a focus on Patchway, Kingswood and Yate. Access and ability to drive 
a vehicle is essential.  
 
Office base - Patchway  
 

Mission:  
 
Empowering individuals and strengthening communities across South Gloucestershire, by 
connecting people who want to volunteer with opportunities in their local community. 
 
 

Main purpose of job:  
 
To offer a brokerage service to people wanting to volunteer and organisations/groups 
offering volunteering roles, develop the network of volunteer co-ordinators to encourage 
best practice of working with volunteers, manage the volunteers support the centres 
services. 
 

Length of contract: Permanent (subject to 
funding) 
 

Salary:  £28,088 per annum pro rata  
              £14.56 per hour 
              18 hours per week 
 
 

This role would suit someone who is: 

• Confident at engaging with people, including 1 to 1 conversations and group speaking 

• Able to build a rapport quickly with people 

• Has an inclusive approach to working with different people and strong empathy to 
understand their circumstances 

• Interested in building strong communities powered by people and might have 
experience in community development 

• Strong organisational skills, able to follow administrative process of matching 
volunteers with roles, can confidently manage sensitive data 

• Willing to learn about volunteer co-ordination and undertake training 
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Main duties 

• Brokerage of people into volunteering roles; seek out potential volunteers, encourage 
them to volunteer, match with a suitable role, follow up with organisation regarding 
the recruitment and progress of the volunteer 

• Develop relationships with charities, voluntary and community groups to understand 
and support their volunteering needs. 

• Promote volunteer opportunities both online and offline 

• Actively seek out opportunities to meet people in the community e.g. community 
events/fairs, visiting groups, library drop-in sessions and support volunteers into roles. 

• Lead on volunteering projects e.g. Reading Buddies, Volunteer Organiser Forum 

• Champion volunteering across South Glos including celebrating the annual Volunteers 
Week  

• Organise own workload, follow administrative processes including collection of data 
and compiling quarterly reports 

• Work as part of Volunteer Centre partnership with Thornbury Volunteer Centre and 
CVS South Glos, co-developing work, sharing best practice etc 
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Volunteer Centre Co-ordinator 

Community Cohesion Team Leader 

Head of Community 

CEO 


