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Role: Volunteering Development Officer

		


	Post:
	Volunteering Development Officer

	Location:
	Hybrid (a mixture of homeworking and minimum of 40% in the office in Leeds)

	Contract:
	
Full-time; 34.5 hours per week; this post will require some evening and weekend work for which flex time off will be given

	Reports to:
	Volunteering Development Lead

	Direct Reports:
	None

	Band:
	C

	Last Reviewed
	January 2025



Purpose of Role:

[bookmark: _Hlk150165576]At Epilepsy Action we are committed to creating a world without limits for people affected by epilepsy. All our roles contribute to achieving our ambition.

The Volunteer Development Officer will support delivery of the organisational volunteer strategy by providing support to all volunteering roles to maximise volunteer opportunities and engagement. The Volunteer Development Officer will identify opportunities for new roles and will be responsible for the supervision and support of volunteers in core roles, including Community Champions and the Action Team. 

Accountabilities:

· Assisting with the development, updating and implementation  and updating of volunteer policies and procedures 
· Developing and maintaining a positive, inclusive, engaging and supportive experience for volunteers
· Acting as a point of contact for enquires from staff and volunteers
· Supporting the volunteer engagement strategy including the volunteer socials and survey and the delivery of Volunteers’ Week
· Coordinating and providing support and guidance relevant for volunteering opportunities
· Identifying and implementing opportunities for volunteer roles that sit in the core function and that support the achievement of Epilepsy Action’s strategic goals
· Maximising the reach and impact of the Action  Team

Responsibilities:

Strategy and organisational development
· Responsible for inputting into the development of the team and department plans, performing a key role in the delivery of volunteer support, engagement and development across the organisation 
· Positively and proactively engages with organisational change
· Required to use the CRM and other systems to process and review a wide range of information and data including extracting data from Assemble for monthly reporting.
· Leading on the development of the Action Team and ensuring the wider organisation engages with them and maximises their reach and impact
· Making volunteering in core roles positive and meaningful by ensuring a consistent and enriching volunteer experience (induction, training, support, supervision, news and recognition) 

Implementation of the Volunteer Strategy
· Support with the configuration of Assemble our volunteer portal  to effectively manage and coordinate all volunteer activity
· Assist with the development and implementation of volunteer policies and procedures 
· Facilitate the collection and evaluation of volunteer feedback e.g. through task outcomes, volunteer surveys and exit interviews 
· Developing and maintaining relevant training materials for volunteers in core roles
· Identifying new volunteering opportunities that will support the achievement of the charity’s strategic goals
· Maintaining a good understanding of volunteering best practice across the sector 

Developing and Implementing Core Volunteer Roles

· Lead on the implementation development and expansion of the Community Champion role across the UK. Identifying opportunities for funding and, growth and development of this role
· Manage and coordinate the Action Team to ensure a wide range of tasks and activities to increase reach and impact of the charity’scharities work
· Supervise and coordinate the Advisory Panels
· Monitor and report on the activities, achievements and impact of core volunteer roles
· Ensure core volunteer roles are embedded and recognised across the charity for their value and contribution
· Support the development and delivery of any volunteering that falls within the core volunteer role remit
· Ensuring that volunteers in core roles are a diverse representation of the communities we serve and that volunteering is inclusive
· Understanding and monitoring of wider volunteering trends with the ability to adapt and implement any changes within the charity’s approach to volunteering 


People and Resources
· Direct sSupervision and support of volunteers in the organisations core roles
· To deliver projects within agreed parameters, with limited supervision, leading on projects relating to the volunteer strategy
· Responsible for purchasing within pre-agreed budgets
· Responsible for raising and following up on Assemble support tickets for software bugs as required as well as identifying new feature requests

Governance and Risk
· Responsible for specific areas of risk within area of work including safer recruitment and safeguarding processes
· Ensure that volunteer and service user feedback procedures, including complaints procedures, are dealt with in accordance with organisation policies.
· Ensure all work meets the charity’s quality standards, complies with its corporate brand and with confidentiality, data protection, health and safety, equal opportunities and other legislation and established Epilepsy Action policies and procedures.
· Ensure all work is accessible and that the charity’s commitment to diversity and equal opportunities is planned into all work in a relevant and effective manner.
· Ensuring compliance with volunteering legislation and best practicse

Stakeholder Relationships
· Required to work closely with a range of internal and external stakeholders to maximise opportunities for volunteering
· Work with colleagues across Epilepsy Action to build an inclusive, engaging and supportive approach to working with volunteers.
· Collaboration with all departments across the organisation to develop a positive culture and approach to volunteering in all areas 
· Able to liaise with external partners providing feedback on software/services and input into development

Key Relationships 

· Volunteers
· Volunteer supervisors in other departments
· Charity Learning Consortium
· Assemble
· Volunteer networks
· DBS providers
· Other charities 

Other

· Expected to have or gain an understanding of epilepsy.
· Completing any other duties relevant and appropriate to the role
· Maintain own professional networks and promote Epilepsy Action on a local and national level. 
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	Essential
	
	Desirable

	
	
	
	
	

	EXPERIENCE, KNOWLEDGE & QUALIFICATIONS
	
	· Good knowledge of volunteer management and experience of working with or managing volunteers
· Experience of reviewing process and implementing changes
· Experience of using and updating a wide range of IT systems e.g., CRM, Volunteer or HR database or intranet.
· Experience of delivering training and/ or presentations.
· Experience collaboration and of working on projects with different teams or departments

	
	· Experience of implementing cloud based software inc. CRM, Volunteer or HR system
· Personal experience of being a volunteer 
· Experience of creating training materials and videos.
· Experience of creating engaging and accessible news items and/or case studies.
· Experience of raising support tickets and sharing software improvement suggestions

	
	
	
	
	

	SKILLS & ABILITIES
	
	· Ability to communicate effectively with a wide range of stakeholders positively and efficiently.
· Very good I.T and digital competencies with an ability to utilise a wide range of relevant digital platforms and systems
· Excellent interpersonal and organisational skills – the ability to work without close supervision and within a team.
· Ability to work well under pressure and to deadlines.
· Processing complex data, including data entry, review and monitoring consistently on agreed systems including the CRM.
· Able to communicate ideas and plans in an appropriate and sometimes detailed manner, dealing with some sensitive or technical information
	
	· I.T competent and able to quickly learn new software
· Evidence of an ability to create and modify spreadsheets creating simple statistical reports.
· Engaging presentation skills – including confidence to do video voice overs. 

	
	
	
	
	

	VALUES & ATTITUDE
	
	· Commitment to our vision, aims and values.
· Committed to ensuring people who work with us have a positive or use our services have a positive experience and receive quality services and information
· Committed to ongoing personal development
· Committed to maintaining up to date digital skills
· Commitment to inclusion
· Willing to travel and work flexibly and outside core hours as service / team requires to ensure smooth running of the service.
	
	Creating a world without limits for people with epilepsy!
We will make a difference by being:
Ambitious  Inclusive Empowering  Supportive
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