Volunteering and Development Officer Job Description
Salary: £16,800 per annum (FT £28,000)
Hours: 21 hours per week
Contract: Full-time
Location: Ealing and Hounslow (hybrid working available)
Annual Leave: 25 days plus bank holidays

Role Overview
Ealing and Hounslow CVS is seeking a motivated, community-focused Volunteering and  Development Officer to support the delivery of our infrastructure, volunteering, health equity, research, grant-making, and community inclusion programmes.
EHCVS supports and engages with 1,000+ voluntary and community organisations across Ealing and Hounslow. This role plays an important part in strengthening the resilience, sustainability, and voice of the local VCSE sector.
The postholder will provide practical programme support, coordinate activities, assist community groups, promote volunteering, contribute to research and insight projects, and support monitoring and reporting requirements.
This role is ideal for someone with experience in the voluntary sector who is looking to grow their skills in infrastructure support, volunteer development, and community research.

Key Responsibilities
Programme Coordination
· Support the delivery of multiple funded programmes across both boroughs.
· Assist with organising training sessions, sector forums, Voice Networks and partnership meetings.
· Track outputs and support managers in meeting funding requirements.
· Maintain accurate project records and documentation.
Infrastructure and Group Development
· Provide basic 1:1 support to voluntary and community organisations on governance, funding readiness and sustainability.
· Support capacity-building workshops and development sessions.
· Help develop practical guidance materials and resources for local groups.
Volunteering Development
· Support Volunteer Centre activities, including responding to enquiries and assisting with volunteer matching.
· Help promote inclusive volunteering opportunities.
· Support outreach events and volunteer recruitment initiatives.
Research and Community Insight
· Support surveys, consultations and participatory engagement projects.
· Assist with data collection, basic analysis and reporting.
· Gather case studies and community feedback to evidence impact.
Grant-Making and Monitoring
· Support the administration of small grants programmes.
· Assist groups with reporting and compliance requirements.
· Contribute to funder reports and impact summaries.
Administration and Communications
· Maintain databases and monitoring spreadsheets.
· Take minutes at meetings and follow up on actions.
· Support newsletters, funding bulletins and digital communications.

Person Specification
Essential
· Experience working or volunteering in the voluntary and community sector.
· Understanding of community development principles.
· Strong written and verbal communication skills.
· Good organisational skills and ability to manage competing priorities.
· Basic data handling and reporting skills.
· Proficiency in Microsoft Office.
Desirable
· Experience supporting funding applications.
· Knowledge of volunteering good practice.
· Experience contributing to research or consultation projects.
· Understanding of health inequalities or refugee support issues.

Why Join EHCVS?
· Be part of an organisation supporting 1,000+ local groups.
· Contribute to strengthening the VCSE sector across two diverse boroughs.
· Gain exposure to infrastructure, volunteering, research and health equity programmes.
· Work within a supportive and experienced team committed to community-led change.

