
 

JOB PROFILE 

 

JOB TITLE:     Volunteer Co-ordinator  

BASED Within 100 miles of Bristol but covering mid and  

south-west England, and south Wales   

RESPONSIBLE TO:    Support Services Manager 

HOURS:    35 hours per week 

CONTRACT:  Fixed term 12 months with the potential of extension  

 

JOB SUMMARY: 

Responsible for developing and managing Brain Tumour Support’s volunteer network by developing 
quality standard procedures and processes and deploying these through projects and activities that 
aim to increase and provide support to Brain Tumour Support volunteers. To create a Volunteer 
Handbook, induction training and two-way communication between the charity and its volunteers. 
To keep volunteer information up to date, delegate projects and tasks and help volunteers feel 
welcome and supported. 

 

MAIN DUTIES AND RESPONSIBILITIES: 

Volunteer management  
• To deploy good practice policies and procedures in volunteer management and ensure Brain 

Tumour Support staff are fully trained in these practices 
• To manage and support the volunteer processes within Brain Tumour Support 
• To develop and maintain links with local community groups and other organisations and 

businesses in order to recruit volunteers 
• To match volunteers with suitable volunteering opportunities within Brain Tumour Support 
• To coordinate, develop and deliver appropriate training for volunteers 
• To monitor and review volunteer placements to ensure volunteers receive sufficient support 

and recognition, helping them to achieve their goals 
• To ensure that volunteer compliance is achieved, in line with the relevant policies and 

procedures  
 
Supporting the Support Professionals 

• Working as a key member of the Support Team, assisting the Support Professionals with 
delivery of support activities e.g. friendship groups, presentations on areas of expertise   

 
Information, marketing and promotion 

• To design a range of marketing materials in accessible formats to promote Brain Tumour 
Support and its volunteering programme 

• To disseminate marketing materials to a wide range of audiences 
• To attend events, such as volunteer fairs and community events, to promote Brain Tumour 

Support’s volunteering programme 
• To organise recruitment events, such as workshops and talks, to promote Brain Tumour 

Support’s volunteering programme 



  

• To promote Brain Tumour Support’s volunteering opportunities via social media, Brain 
Tumour Support’s newsletter bulletins and through Brain Tumour Support’s website 

• To utilise local and regional networks and brokerage services to promote Brain Tumour 
Support’s volunteering opportunities 

 
Monitoring and evaluation 

• To ensure the funding requirements are met and that the impact of the work is recorded, 
monitored and evaluated 

• To provide reports as required 
• To ensure databases are accurately updated and maintained 

 
Project work 

• To develop the Friends of Brain Tumour Support programme 
• To work with staff to develop new volunteering opportunities around befriending and peer support 
• To develop the charity’s ambassador programme, including the recruitment, training and 

support of all ambassadors linked with the charity 
• To work with staff to develop new volunteering opportunities within Brain Tumour Support 

corporate volunteering 
 

Professional conduct 
To ensure professionalism in this role, the post holder will be expected to undertake continual 
professional development and to be a part of the charity's appraisal process and personal 
supervision requirements. 
  
Confidentiality 
The post holder must maintain the confidentiality of information about patients and their families, 
staff, volunteers and other charity business. The work is of a confidential nature and information 
gained must not be communicated to other persons except in the recognised course of duty. 
 
Travel 
The post holder will be expected to travel throughout the region specified and beyond if necessary 
to attend relevant meetings (COVID-restrictions permitting).  Travel expenses will be paid according 
to the charities Travel Expenses Policy. 
 
Flexibility 
This role profile is intended to provide a broad outline of the main responsibilities only.  The post 
holder will need to be flexible in developing the role together with the Support Services Manager 
and Senior Leadership Team as required. 
 
Conditions of employment 
In light of legislation (Section 8 Asylum and Immigration Act, January 1997), as a condition of being 
able to commence employment with Brain Tumour Support, the successful candidate will be required 
to provide documentation to prove that they are able to work in the UK. Such documents will include 
one or more of the following, as appropriate: 

• National Insurance Number 
• Birth certificate or British passport 
• Certificate of registration, or naturalisation as a British Citizen 
• Passport or documentation evidencing citizenship of an EEA country 

 
 



 

Probation 
The appointment is subject to a probation of six months. 
 
Hours of work  
35 hours per week.  Please note that we operate a working day from 9am to 5pm, with a one hour 
break for lunch (unpaid). Time in lieu for work outside the standard hours must be taken as soon as 
possible and cannot be accrued. Overtime is not payable. 
 

ABOUT BRAIN TUMOUR SUPPORT 

Brain Tumour Support (registered charity 1163856) was founded in South Gloucestershire in 2003.  
A small team, headed by the Chief Executive, runs the charity together with a Board of Trustees who 
provide governance and direction for the charity. 

The charity’s vision is to ensure that no one is alone when facing the effects of a brain tumour 
diagnosis. The charity currently has seven Support Professionals who provide support to families 
who have been affected by a brain tumour. 

The team is passionate about making a difference to the lives of patients and families who are living 
with a brain tumour and is committed to the task of ensuring that life is made better for this group 
of people. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



  

PERSON SPECIFICATION 

JOB ROLE: Volunteer Co-ordinator 

 
JOB CRITERIA ESSENTIAL DESIRABLE 

Knowledge 
and 
experience 

• Experience of recruiting, managing 
and/or working with volunteers.  

• Experience of working as part of a team.  
• Knowledge of the voluntary and 

community sector.  
• Qualification in office administration or 

experience of delivering administrative 
functions. 

• Strong interpersonal skills and ability to 
work with a diverse range of people.  

• Good IT skills; confident in the use of a 
range of programmes.  

• Good time management and 
organisational skills. 

• Good spoken and written English.  
• Good multi-tasking skills with ability to 

deal with multiple requests.  
• Ability to be self-managing and able to 

meet deadlines. 
• Safeguarding issues and procedures 
• Driving Licence. 
 
 

• Understanding of confidentiality 
and data protection legislation. 

• Experience of writing, editing, 
producing or contributing to 
newsletters or reports. 

• Experience of updating social 
media. 

Qualifications 
and skills  

 

 

 

 

 

 

 

 

• Able to deal with difficult situations and 
provide a friendly and objective service. 

• Flexibility to work outside normal hours 
occasionally and to work at other sites. 

• An understanding of equal opportunities 
and an ability to implement this ethos in 
a practical, non-judgemental way 
throughout your work. 

• Commitment to promoting equality and 
diversity. 

• Enhanced CRB check will be required. 
• Safeguarding awareness and training 

(evidence required). 
• Highly motivated and organised – able 

to manage a varied workload to tight 
deadlines. 

• IT Skills – comfortable with Microsoft 
Office applications. 

• Volunteer Management 
 

 

 

 

 

 

 

 

 



 

Qualifications 
and skills 
(cont.) 

 

• Excellent organisational and time 
management skills. 

• First class administration skills, including 
competency in office 
procedures/systems and an excellent 
telephone manner. 

• Strong interpersonal and influencing 
skills. 

• The ability to build relationships with a 
wide variety of individuals and groups, 
including volunteers. 

• Collaborative team player. 
• Able and willing to learn new skills. 
• Empathy with the aims, 

values, objectives and activities of Brain 
Tumour Support. 

• An ability to work carefully and 
methodically. 

• Eligible to work in the UK with no 
restrictions. 
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