
 
 
 

 

JOB DESCRIPTION – VOLUNTEER COORDINATOR 

Location:  Leicester, 43 Melton Street, LE1 3NB 

Line Manager:  Mentor Project Coordinator 

Salary:   £9.75ph for 20 hours per week (flexible)  

DESCRIPTION OF ORGANISATION 

The Bridge is a charity working with the homeless and hardest to reach in Leicester. We have 
various projects which provide support, advice, guidance, food, and clothing to anyone who 
walks through our doors in need. We are an organisation with many volunteers and a vision to 
provide everyone in Leicester a place to call home and hope for the future. We work within a 
Psychologically Informed Environment (PIE) framework. 

MAIN PURPOSE 

This is a role that is essential to our organisation as most of our services require volunteers 

for their delivery. We are a growing organisation that requires a Volunteer Coordinator who 

can be flexible, creative, and organised to meet the needs of our growing and developing 

volunteer body. You will be working in the office with the Mentor Project Coordinator, but also 

frequently liaising with other team members and partners. Your hours will be flexible 

depending on the team’s needs.  

DUTIES AND RESPONSIBILITIES 

▪ Recruitment of all new volunteers. You will be expected to answer all email and 

telephone enquires relating to new volunteer enquiries. You will attend networking and 

recruitment fares representing The Bridge on a regular basis to ensure that there is a 

constant number of new applicants. You will guide all volunteer applicants through their 

application process and ensure appropriate checks are made in line with our procedures.  

▪ Training of all volunteers. You will provide an induction training to all new volunteers 

who are joining the organisation effectively communicating the importance of working with 

in Psychologically Informed Environment (PIE) framework. You will deliver this on a 

regular basis and adapt the training based on the need of the organisation. You must 

ensure that the training needs of every volunteer is met in an equal and fair manner. It is 

your responsibility to support the development of volunteers and either provide or source 

relevant training where required.   

▪ Supervision and Coordination of all general volunteers. You will oversee the weekly 

coordination of volunteer rotas, ensuring that there are no gaps at every weekly service. 

Every volunteer must have supervision from the start to end of their volunteer experience. 

It is your responsibility to ensure that volunteer numbers are maintained through the year 

to ensure seasonal periods are covered.  

▪ Retention of all general volunteers. You are expected to make regular contact with all 

volunteers either via telephone, emails, or face-to-face conversations. You will organise 

and coordinate half yearly volunteer social events, frequent newsletters, and social media 



pages to ensure volunteers are contacted and kept involved in all events and The Bridge 

developments.  

▪ Policies and Procedures updates. All policies and procedures relating to volunteering 

must be kept up to date, reviewed and adhered to. You will be the lead on all matters 

related.  

▪ Investors in Volunteers Accreditation. The Bridge is in the process of gaining this 

accreditation. It is your responsibility to ensure that the organisation can obtain this 

accreditation or implement relevant changes to work towards it. You will also ensure that 

the Volunteer Lead Panel meets on a frequent basis and is implementing changes 

required.  

▪ Donations Checks. The organisation receives various donations on regular basis. It is 

your responsibility to ensure donations are stored correctly and relevant volunteers are 

used to sort, and store donations as required.  

PERSON SPECIFICATION 

Experience, Knowledge and Understanding Essential Desirable 

Understanding of GDPR and correct data storage on soft and hard 

copies.  

X  

Understanding of Microsoft programs (Word, Excel and Powerpoint). X  

Working in partnership with other agencies, teams and individuals X  

Volunteer Coordination experience  X 

Understanding of good practice in safeguarding vulnerable adults  X 

Understanding of how to supervise and development volunteers  X 

Understanding of social media sites  x 

Understanding of Psychologically Informed Environment (PIE) 

framework 

 x 

Ability/Skills Essential Desirable 

Excellent report writing and administration skills X  

Good interpersonal skills including active listening, clear and 

thorough information sharing and good verbal communication skills 

X  

Ability to prioritise, organise and manage workload to meet deadlines 

and to work flexibly with volunteers 

X  

Ability to deliver effective induction training sessions X  



Personal Characteristics and other requirements Essential Desirable 

Effective team player and supportive of peers X  

Flexible approach wth a pro-active attitude, and responsive to 

change 

X  

Enhanced DBS check provided on offer of employment X  

Full clean drivers licence and access to own car for business use  X 

Open to opportunities for personal development.  X  

 

TO APPLY please send your cv to Keith@BridgeLeicester.org 
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