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Reports to: Volunteering Services Team Leader

Job purpose
 

Job description
Job title: Volunteering Services Assistant

Hours:

Salary:

Location:

Contract:

37 hours per week

£26,300 per annum

Northampton

11-months Fixed Term Contract

To deliver exceptional service and support
to volunteers and volunteer managers,
ensuring the best volunteer experience.
This role supports volunteer recruitment,
engagement, and retention by maintaining
effective communication and fostering a
welcoming, responsive environment that
enhances volunteer satisfaction.
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Main responsibilities
 — Provide accurate information and guidance

to volunteers, dealing effectively with
enquiries, responding as appropriate and
signposting when required.

— Provide administrative supportfor volunteer
recruitment, including coordinating
communications with prospective volunteers
and volunteer managers, managing day-to-day
processes and ensuring adherence to safer
recruitment processes taking appropriate care
with confidentiality / data protection.

— Provide specific administration and
monitoring to support the delivery of
volunteering services and processes across
the Association.

— Responsible for servicing volunteering
specific resources such as certificates and ID
cards.

— Working in partnership with the
people,culture and inclusiondirectorate on
administrative duties as agreedby the
Volunteering Services Team Leader.

— Maintain and update volunteering
information on the Association’s database and
provide reports as required.

— Support the administration of volunteer
training and other events.

— Undertake any other task relevant to the job
purpose and ensure that all functions
performed reflect the Association’s mission
and core values.
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Essential criteria
 — Experience in delivering high-quality and

effective customer service.

— Excellent verbal and written communication
skills, with the ability to adapt communication
style to suit different audiences.

— Proficiency in a range of administrative
tasks, with a focus on accuracy and quality.

—Excellent organisational and planning skills,
with attention to detail and the ability to meet
deadlines.

— Knowledge and practical experience with
database management and data entry.

— Experience in accurate and consistent data
processing.

— Proficiency in Microsoft Office, with
emphasis on Excel, Word, and Outlook.

— Ability to work independently, collaboratively
within a team, and to prioritise workload
effectively.

— A proactive, flexible, and positive approach
to work.

— Willingness and availability to work
occasional evenings and weekends as
required.
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