Community & Volunteering Manager 40k (0.6 FTE)
Job Title: Community & Volunteering Manager
Reports to: Chief Executive Officer
Hours: 0.6 FTE
Location: Time & Talents (with some outreach and occasional evening/weekend work)
Purpose of the Role
To lead the development, delivery and continuous improvement of Time & Talents’ Community Programme and volunteering offer, ensuring activities are inclusive, responsive to local need and underpinned by strong safeguarding, participation and partnership working. The role develops meaningful volunteering pathways, including corporate volunteering, embeds community voice in programme design and evaluation, and contributes to organisational sustainability through effective budgeting, reporting and fundraising support.

Key Responsibilities
Programme Development & Oversight
· Design and oversee a high-quality, user-led Community Programme across children & families, adults and intergenerational groups, including outreach where appropriate.
· Ensure robust monitoring, evaluation and KPI reporting, demonstrating outcomes and impact for participants, partners and funders.
· Work collaboratively with colleagues to develop new activities and cross-programme initiatives as opportunities arise.
· Ensure strong practice in safeguarding, inclusion, boundaries, risk management and Health & Safety across all programme and volunteering areas.
· Embed structured community feedback and lived-experience insight into programme design, review and improvement.
· Identify partnership opportunities and work with the CEO and management team to develop concepts and explore funding potential.
Volunteering Leadership
· Lead the strategic development and coordination of the T&T volunteering offer.
· Recruit, induct, support and retain volunteers, ensuring clear roles, training, supervision and safeguarding practice.
· Strengthen and systematise the corporate volunteering offer as a pathway for engagement and a source of income / in-kind support.
· Work with programme teams to effectively match volunteers to activities and develop progression pathways.
· Monitor volunteer experience, outcomes and contribution, and drive continuous improvement.
Leadership & Line Management
· Line manage programme staff and freelancers, including recruitment, supervision, appraisal and professional development.
· Provide oversight and quality assurance for sessional facilitators and tutors.
· Represent T&T in relevant partnerships, networks and consortia (e.g., HAF, when active).
· Act as Deputy Safeguarding Lead, supporting organisation-wide safeguarding culture and practice.
Finance & Fundraising
· Work with the CEO to set, manage and monitor programme and volunteering budgets, including forecasting, variance tracking and value-for-money considerations.
· Ensure delivery aligns with funding agreements and financial plans, providing timely information for internal reporting.
· Contribute to income generation, including:
· leading or supporting small-scale funding bids (under £5k),
· contributing to larger grant applications with internal and external partners, and
· developing the corporate volunteering offer as an income and in-kind support stream.
· Prepare or support funder reports, outcomes evidence and financial updates, helping maintain strong funder relationships.

Person Specification
Essential
· Proven experience in community programme delivery and development within a charity or participation setting.
· Experience recruiting, coordinating and supporting volunteers, including good practice in training, boundaries and safeguarding.
· Experience working with budgets, monitoring expenditure and contributing to funder reporting.
· Strong relationship-building skills with people from diverse backgrounds and lived experiences.
· Excellent organisational and time-management skills, able to balance multiple priorities.
· Confident and supportive manager, able to motivate staff, freelancers and volunteers.
· Commitment to inclusion, co-production and community-led approaches.
· Experience of monitoring, evaluation and outcomes reporting.
· Sound understanding of risk management and ethical practice in community work.
Desirable
· Experience developing corporate or skills-based volunteering partnerships.
· Experience contributing to grant fundraising and/or income-generating partnerships.
· Knowledge of the local voluntary and community sector.

