
  
  

  

Person Specification – Volunteer Centre Co-ordinator  
 

  Essential unless stated  Evidenced  

at  

application  

Evidenced  

at  

interview  

Education and 

qualifications  

Educated to GCSE Grade C or above (or equivalent) in English 
and Maths.  
  

X    

Knowledge and 

Experience  

At least 2 years in community-based roles that use a person-

centred approach.  

X  X  

  Experience of working with volunteers and volunteering   X  X  

  Experience of maintaining records and handling sensitive, 

confidential or personal information appropriately  

X  X  

   

 Experience of working in partnership with other 

organisations  

X  X  

  Experience and understanding of volunteering good practice,  
the barriers to volunteering and how to overcome them 
(desirable)  
  

X  X  

  Experience of recruiting, onboarding and supporting people 
into volunteering roles using a structured process. (desirable) 
   

X  X  

  
  

Page 1 of 2  

Last Updated: April 2026  

  
  



  

  

Page 2 of 2  

Last Updated: August 2026   

Job related Skills  Ability to build effective partnerships and work in 

collaboration with colleagues, stakeholders, and 

partner organisations  
 

X  X   

  Strong organisational skills, can manage your own 
workload, able to work independently and identify 
priorities, can follow a process to connect volunteers with 
roles.  
  

X  X  

  Good administrative and IT skills, including MS Office, 
databases, and an understanding of general data 
protection regulations (GDPR)  
  

X   

  
  

Excellent written communication and ability to promote 

volunteering roles. 
  
  

X  X  

 Confident speaking to individuals or groups of people  X 

     

Understanding of the legalities of volunteering  

(desirable)  
 

  X  

Personal Skills & 

Values  

Can balance empathy with good judgement.   X  X  

 Understands the value of volunteering for both and 
organisation and the person volunteering.  

 X  

  Commitment to equality, diversity and inclusion.  
  
  

X  X    

Working 

conditions  

DBS check required.  
  
  

     

  A driving licence with access to your own transport and 
willingness to travel across South Gloucestershire.   
  

    


