
JOB DESCRIPTION 
 

Job title:  Senior Co-ordinator for Event Volunteer Team  

                                (Contract / 9 to 10-month TBC) 

Reporting to: Event Volunteer Planning & Logistics Lead / Head of Events / 

Event Director 

 
Overall purpose of the job 
 
Working as an integral part of the Event Team, you will be responsible for helping to 
source and recruit volunteers for the Walk the Walk MoonWalk events in London and 
Scotland. Providing support for Planning and Logistics’ Lead across all aspects 
relating to the planning, administrative support, logistics and actual events, as well 
as well as overall support as required for the Event Team.  
  
This is an extremely hands on role in a busy environment. This role is suited to 
someone who is interested in supporting the entire volunteer process at a mass 
participation event, from sourcing and recruitment, through to supporting the 
Volunteers at events in their relevant roles. 
 
Alongside sharing the passion and ethos of the charity and inspiring others to 
support us, all aspects of this position are aimed at achieving the charity’s financial 
and non-financial targets. At the same time fulfilling the set goals. 
 
Key result areas:  
 

1. Walk the Walk Volunteers:  
 
The Senior Co-ordinator will be responsible for the following at both MoonWalk 
London (Walk the Walks flagship event) and MoonWalk Scotland.  
 

 Working closely with the Volunteer Planning and Logistics’ Lead, ensuring 
that all adverts and promotions, are live and up to date 
 

 Using existing contacts that have previously supported the events by 
providing groups of volunteers, to engage with the charity and re-establish the 
relationship for them to do so again. 
 

 Sourcing new organisations and companies who would be interested in 
incorporating Walk the Walk into their charitable responsibility programmes 
 

 Building relationships with volunteers that have registered, by keeping 
frequent communication, by phone and email, building rapport and responding 
promptly to any queries that may arise both with existing and new Volunteers  

 

 Ensure all our supporters are made to feel welcomed and cared for by the 
charity, and above all appreciated. 



 
 

 Being actively aware of seeking best value and alternative cost effective 
methods of attracting volunteers to Walk the Walk Events. 

 

 Assisting the Support Team with the volunteer enrolment process, ensuring all 
tasks are completed promptly and accurately. 

 

 Taking responsibility for key volunteer checks. 
 

 Production, preparation and packing of all volunteer materials including 
documents, maps, signage and any other materials as required.  

 

 Assisting with the set up and execution of the Volunteer process throughout 
for the duration of the events. From Registration to deployment working with 
the Volunteer Lead and Team to ensure the smooth running of all Volunteer 
activity.  

 
2. Walk the Walk Events 
 

 Supporting the Event and Volunteer Planning & Logistics Lead and Head of 
Events co-ordinating the logistics of the MoonWalks.  

 

 Supporting and helping with aspects of other smaller events as required. 
 

 Ensuring that all stock records are accurately kept at all times.  
 

 Ensure the highest standard of work is maintained at all times. 
 

 Attend relevant meetings as required 
 

3. Administration: It is imperative for this role to keep concise, accurate and 
comprehensive detail of all documents, ensuring that the CRM Database and all 
records are kept up to date at all times. 

 
4. Communication: As a face of Walk the Walk you will be communicating with 

volunteers, supporters and organisations on a daily basis, excellent 
communication skills in all forma, written and verbal are required at all times.  

 
5. Targets: Working within the Event Team, it is an essential part of the role to 

ensure that targets and goals are met on a weekly basis and to continually 
evaluate the strategy to the highest customer care. 

 
 
 
 
 
 
 



OUTLINE TERMS AND CONDITIONS 
 
Hours of work: Normal hours of work are 37.5 hours per week, 7.5 hours per day. 

Start times will be between the hours of 8am and 10am and finish 
times will be from 4.30pm – 6.30pm according to arrival time. The 
core hours of the company are 10am – 4.30 pm. This role will 
require evening and occasional weekend work which will include 
MoonWalk London and Scotland. Time in lieu will be given for any 
such scheduled work. Unscheduled additional hours may be 
required from time to time. Walk the Walk does not make overtime 
payments. 

 
Holidays: 25 days; 3 or 4 of which are taken when the office closes from 

24th December to 1st January inclusive, plus public and bank 
holidays. 

 Holidays cannot normally be taken in the weeks leading up to 
and directly after the MoonWalks. Exact dates are confirmed 
annually. 

 
PERSON SPECIFICATION 
 
The role is suited to someone that has a keen interest in a career in the Event Industry, 
has strong administrative ability, great attention to detail and a passion to be involved 
with people wanting to make a difference. 
 
Experience 
 
Essential: 

 Previous involvement of working with volunteers, or have personal 
volunteering experience 

 Previous experience of working within the events industry  

 Strong administration experience. The ability to understand and interpret the ethos 
and style of Walk the Walk in all communications and planning, both verbal and 
written. 

 Attention to detail in all aspects of the role, verbally and written essential 

 Experience and enjoyment of using the telephone both to receive and make calls. 

 The ability to be self-motivated and proactive. 

 Organised with high attention to detail for documenting information. 

 Can-do attitude, analytical and problem-solving skills. 

 Proven ability to manage systems and processes. 

 Reliable, hardworking and dedicated. 
 
Desirable: 
 

 Experience of working within the charity sector. 

 Experience of working within an event team. 

 An interest and in fitness and health. 
 



Qualifications and Knowledge 
 
Essential: 
 

 8 GCSE’s or equivalent. 

 A Level qualifications or equivalent. 
 
Aptitude and Skills 
 
Essential: 
 

 Knowledge of the standard Microsoft packages, such as Word, Excel, Outlook.  

 Intermediate understanding of Excel, including basic formulas. 

 Experience using CRM Databases or an ability to understand and navigate new 
tools quickly. 

 Team Player 

 Target and goal orientated. 

 Resourcefulness. 

 Great empathy and understanding of volunteers and the roles. 

 Excellent communication skills on all levels, written and verbal. 

 Outstanding attention to detail and accuracy. 

 Excellent organisational skills. 

 Able to use initiative and complete tasks with minimal supervision. 

 The ability to prioritise work and be able to cope with a variety of different tasks, 
working within set deadlines. 

 Assertiveness. 

 Motivational. 

 Flexible with time during preparation and the need to work outside of normal office 
hours during peak times. 

 
Disposition 

 

 A warm and friendly personality. 

 An uplifting and positive character. 

 A good team player. 

 Able to think on your feet, particularly when under pressure. 

 Ability to be calm, flexible and adaptable whilst working under pressure. 

 Huge amounts of enthusiasm and energy and the ability to laugh a lot! 
 


