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Job Description
Job title:

Volunteer Co-ordinator 

Department:



Properties & Education 

Location:



Swindon



Responsible to:

 
Head of Volunteering
Payband:



E
Overall purpose of the job:


To coordinate and promote volunteer activity across English Heritage; providing highly efficient support and excellent customer service to volunteers, potential volunteers and staff managing volunteers.
Main duties and responsibilities:
1. To act as the main point of contact for all volunteer enquiries (telephone, email and website) providing high levels of customer service to potential volunteers 

2. To work proactively with departments across English Heritage to identify and promote volunteer opportunities, particularly supporting staff across EH to effectively promote volunteering opportunities locally (e.g. through the development of appropriate marketing and promotional materials.)
3. To maintain and manage volunteer records, expenses and collate monthly activity data and disseminate this information accordingly
4. To establish and maintain forms of communication with existing and potential volunteers including the EH volunteer magazine and website.

5. To organise meetings and events, liaising with EH site and other colleagues

6. To assist in the collation of information and statistics, reports, presentations, volunteer surveys and records on volunteers within EH
7. To provide administrative support to the Head of Volunteering 
8. To undertake any other tasks and duties as reasonably requested by the Head of Volunteering. 
	Person specification

Administrator Volunteers

	Training, experience & qualifications
	

	Essential: 
· Relevant administrative experience
· Excellent computer skills including Word, Excel and PowerPoint 

· Experience of working in a customer focussed environment providing high levels of service

· Experience of working in an environment with conflicting priorities


	Desirable: 
· Experience in heritage or volunteering an advantage
· An interest in the work of English Heritage
· Experience of developing marketing and promotional materials


	Knowledge & skills
	

	Essential:
· Proven organisation and administrative skills, including the ability to plan ahead,  organise itineraries and prioritise
· A confident and effective communicator with an excellent telephone manner
· Adaptable, flexible, and able to communicate sensitively and effectively at all levels, both within and outside EH 

	Desirable:
· Able to use the FIS and MIS systems for analysis of expenditure and income and to interpret and monitor both factors

· Generation of purchase orders and invoices and the processing of both
· Excellent IT skills – able to use databases and maintain website content


	Interpersonal skills
	

	Essential:
· Self-starting with an ability to work on your own and as part of a team
· Confident, professional and personable 
· Ability to deal with people at all levels
· Good communication skills (written & oral), 

	Desirable:
· As a member of a small and busy team, being adaptable, flexible and willing to work antisocial hours or travel within England from time to time is desirable 
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