
 

 

RAINBOWS HOSPICE FOR BABIES, CHILDREN AND YOUNG PEOPLE  

PERSON SPECIFICATION 

Volunteer Coordinator 

Qualities  Essential – the successful candidate 

will meet the majority of these 

requirements. 

Desirable – the successful 

candidate should meet some of 

these requirements. 

Where 

Assessed  

Qualifications  • Educated to GCSE level 4 or 

above, or equivalent, in Maths 

and English. 

• Evidence of training or 

development relevant to 

volunteering. 

Application 

form/ CV 

Experience • Coordinating people, 

processes or activities in a 

busy working environment. 

• Working with volunteers, or 

other relevant community 

members, supporters, service 

users, or other stakeholder 

groups. 

• Building effective working 

relationships with a range of 

people. 

• Providing advice, guidance or 

support to others. 

• Managing a varied workload 

and balancing competing 

priorities. 

• Recruiting, onboarding, 

supporting or engaging 

people through a structured 

process. 

• Using CRM, database or 

digital systems to record 

information accurately and 

maintain compliance. 

• Handling sensitive, 

confidential or personal 

information appropriately. 

• Experience of managing 

volunteers. 

• Experience of volunteer 

recruitment, onboarding, 

engagement or retention. 

• Experience of using a 

volunteer management 

system. 

• Experience of community 

engagement, outreach or 

partnership working. 

• Experience of delivering 

or supporting training, 

briefings or induction 

sessions. 

Application 

form/ CV 

/Interview 

Skills and 

Knowledge 

• A good understanding of the 

value of volunteering and the 

role volunteers play in an 

organisation, including their 

recruitment, diversity, 

• An understanding of 

Disclosure and Barring 

Service checks. 

Application 

form/ CV 

/Interview 



inclusion, support and 

stewardship. 

• Knowledge of volunteering 

good practice and current 

trends. 

• An understanding of what 

contributes to a positive, 

inclusive and well-supported 

volunteer experience. 

• Strong interpersonal skills, with 

the ability to build rapport 

and trust with volunteers, 

colleagues and external 

stakeholders. 

• Ability to influence, 

encourage and support 

others without direct line 

management responsibility. 

• Confidence in speaking with 

individuals and groups, 

including volunteers, 

colleagues and community 

contacts. 

• Ability to exercise judgement 

when dealing with sensitive, 

complex or ambiguous 

situations. 

• Ability to identify practical 

solutions and suggest 

improvements to processes or 

ways of working. 

• A good understanding of 

GDPR and the ability to 

process sensitive/personal 

information appropriately. 

• Good administrative skills, with 

excellent attention to detail. 

• Good working knowledge of 

Microsoft Office. 

• An understanding of 

safeguarding principles and 

the importance of safe 

volunteer involvement. 

• Ability to deliver training to 

small groups (10-15 

people) 

 

 



Personal Qualities  

 

• Approachable and able to 

communicate clearly with a 

wide range of people 

• Emotionally intelligent and 

able to respond sensitively to 

different needs, motivations 

and circumstances. 

• Able to balance empathy 

with appropriate boundaries. 

• Able to develop a positive 

rapport with colleagues and 

motivate 

supporters/stakeholders. 

• A confident networker, able 

to build and nurture 

relationships with others. 

• Proactive and able to use 

own initiative. 

• Creative problem solver. 

• Comfortable working in a role 

that includes both people-

focused activity and detailed 

administration. 

• Membership of, or 

engagement with, a 

professional volunteering 

network such as the 

Association of Volunteer 

Managers. 

Application 

form/ CV 

/Interview 

Demonstrates a 

commitment to 

Rainbows Values  

 

• One Team – Working together 

with fairness and respect. 

• People Centred – 

Championing inclusivity, 

compassion and clarity. 

• Aim High – Adapting, learning 

and sharing our expertise. 

• Own It – Focused, committed 

and accountable. 

 Application 

form/ CV 

/Interview 

 

 


