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Job title: 			Volunteer Manager
Type of contract: 	Permanent
Salary: 	£32,000 per annum full-time equivalent, pro rata for part-time hours
Hours:			28.8 – 36 hours per week, to be agreed
Location: 	Aylesbury, with travel across Buckinghamshire & Milton Keynes 
Reports to: 		Chief Executive, BucksVision
Responsible for:	MK Home Services Coordinator
MK Divisional Services Coordinator
Bucks Home Services Coordinator (Indirect) 
Purpose of job
To lead and develop BucksVision’s approach to volunteer involvement across Buckinghamshire and Milton Keynes, ensuring volunteers are recruited, trained, supported and retained to help deliver high-quality services for people with sight loss.

The Volunteer Manager provides guidance and support to staff, volunteers and local groups, helping BucksVision maintain a safe, confident and sustainable volunteer base.

Impact:
BucksVision relies on over 280 volunteers to support people with sight loss across Buckinghamshire and Milton Keynes. Volunteers are central to the charity’s ability to maintain existing services, respond to local need and develop new opportunities.

The Volunteer Manager plays a key role in ensuring BucksVision has a safe, effective and sustainable volunteer base. This includes improving recruitment, supporting retention, strengthening volunteer practice and helping staff and volunteer leaders to manage volunteer involvement confidently and consistently.




Decision making responsibility: 
The Volunteer Manager is the organisational lead for volunteer involvement and is expected to make day-to-day decisions relating to volunteer recruitment, onboarding, training, support, retention and safe practice.

The postholder will use professional judgement to resolve volunteer-related issues, advise colleagues, identify risks and escalate safeguarding, performance or conduct concerns where appropriate.

Main accountabilities
To work in partnership with the Chief Executive and Operations Manager to lead and develop volunteer involvement across BucksVision, ensuring recruitment, onboarding, training, support, retention are delivered in line with BucksVision’s strategic outcomes.

This includes:
· Leading the recruitment, selection and onboarding of volunteers across BucksVision, ensuring applicants are matched to suitable roles and have a positive, accessible and inclusive experience.
· Strengthening volunteer retention by helping to create a positive volunteer experience through clear communication, recognition, feedback and practical problem-solving.
· Line managing three members of staff working with volunteers.
· Providing guidance to staff, social club volunteers, divisional volunteers and volunteer leaders on volunteer involvement, role boundaries, expectations, good practice and safe working.
· Designing, delivering and coordinating training for staff and volunteers, including induction, safeguarding, health and safety, sighted guiding, role boundaries and volunteer management good practice.
· Helping to resolve issues relating to volunteer involvement, including conduct, accessibility, safeguarding, expectations and role boundaries, escalating concerns where appropriate.


General 
The following points are common to all job descriptions:

1. Undertake any other duties commensurate with the post.

2. Adhere to all BucksVision policies and procedures.

Person Specification 
Please note all criteria are essential unless otherwise stated

1. Specialist Knowledge, Skills and Experience 

1.1 Experience of recruiting, onboarding, supporting and retaining volunteers.

1.2 Sound knowledge of volunteer management good practice, including safeguarding, health and safety, confidentiality and role boundaries.

1.3 Experience of using databases, CRM systems or spreadsheets to maintain accurate records and monitor activity.

1.4 Experience of line management or supervising staff is desirable.

1.5 Experience of developing services to reach underrepresented groups including ethnically diverse communities

2. Team working skills

2.1	Experience of working within a small team to deliver a high-quality service.

2.2	Ability to work collaboratively with staff, volunteers, trustees, partners and local groups.

2.3	Ability to build positive working relationships while maintaining appropriate boundaries and accountability.

3. Planning and Organisational skills

3.1	Well organised and able to manage a varied workload across multiple services, localities and priorities.

3.2	Ability to develop and maintain practical processes, resources and guidance that support effective volunteer involvement.

4. Problem-solving and creative skills

4.1 Ability to identify issues, use relevant information, feedback and data, and develop practical solutions to improve volunteer recruitment, support and retention.

4.2 Ability to respond calmly and constructively to sensitive or challenging situations, adapting approach as needed.

5. Communication skills

5.1 Ability to communicate clearly and confidently with a range of audiences, adapting style for volunteers, staff, trustees, partners and people with sight loss.

5.2 Ability to engage, motivate and support prospective and existing volunteers, while maintaining appropriate role boundaries.

5.3 Ability to promote BucksVision positively, deliver information or training clearly, and build effective relationships with external partners.

6. Equal Opportunities

An understanding of accessibility, inclusion and the importance of removing barriers to volunteering and participation is desirable.

Ability to understand and demonstrate commitment to BV’s Equality and Diversity Policy and to ensure all activities are consistent with the Equality and Diversity Policy.

7. Special Conditions 
Must be prepared to travel across Buckinghamshire and Milton Keynes to attend meetings, volunteer groups, training and events as required.
Some evening or occasional overnight working may be required, with notice.

Is a Criminal Record Check required?				No

Are any other additional security checks required?		No
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