
 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 

Job Purpose 
The post holder will 

 lead in developing new volunteering in the organisation and co-ordinate the activities of existing 
volunteers 

 promote volunteering as a positive experience in which people can use their skills, education and 
experience to support, in various ways, the activities and purpose of the Hospice 

 ensure the efficient running of all volunteering activities within the Hospice. 

 support the HR Manager to develop and implement a volunteering strategy across St David’s 
Hospice 

 develop and monitor volunteer programmes and ensuring that volunteers have the best of 
experiences 

 
Key roles and responsibilities 
Day to day 

 Support the promotion of volunteering within the community through a proactive community 
engagement strategy 

 Positively and actively promote volunteering inside the Hospice 

 Provide operational support to the volunteer management structure in delivering bespoke recruitment 
campaigns 

 Assist in developing and implementing a cohesive volunteer structure, policies and procedures for St 
David’s Hospice volunteers. 

 Identify and refine the programme of volunteering opportunities and events. 

 Promote volunteering for St David’s Hospice across Conwy, Gwynedd and Anglesey. 

 Manage volunteering enquiries and be the first point of contact for all applicants for volunteer 
positions. 

 Manage and facilitate a recruitment and induction programme for all volunteers. 

 Support volunteers in their roles, through training and development and the implementation of 
effective monitoring and supervision procedures for those volunteers. 

 Ensure all risk assessments are in place for areas covered by volunteers. 

 Establish and maintain a useful volunteer database. 

 Motivate volunteers through recognition and feedback. 

 Keeping up to date with legislation and policy relating to volunteering and assisting in making 
necessary changes to policy. 

 Facilitate and manage meetings with volunteers. 

 To be responsible for the administrative tasks relating to volunteers. 

 To develop of implement a robust system for monitoring and evaluating the volunteer development 
project, maintaining good records in line with data protection guidance. 

 To produce appropriate reports, as required. 
 
 

Post Title: Volunteer Development Officer 

Hours of Work: 35 hours per week 

Accountable to: HR Manager 

Key Working 
Relationships: 

Managers/Trustees/Volunteers/Staff 

JOB DESCRIPTION 



Co-ordinating volunteer recruitment and inductions 

 Supporting managers in organising specialist, targeted recruitment drives 

 Ensuring that all new volunteers receive appropriate induction. 
 
Volunteer communications 

 Ensure a high standard of customer service and positive experience for volunteer enquiries and 
applicants. 

 Ensure regular communication with volunteers through initiatives such as newsletters 

 Engage with national initiatives such as Volunteers Week as a way of thanking volunteers for their 
contribution and celebrating the positive impact volunteering has within the organisation 

 
Volunteer management and support 

 Organising opportunities for volunteers to come together, share experiences and feedback on their 
experience, for instance facilitating volunteer focus group 

 Supporting with the development and delivery of initiatives to recognise the contribution of 
volunteers, including volunteer thank you events. 

 Support with the development and administration of systems to enable effective monitoring and 
evaluation of outcomes and impact of volunteering, including key performance indicators where 
relevant. 

 
Support, training and guidance to staff managing volunteers 

 Be a source of expertise and advice for staff to develop good practice in working with volunteers 
including creating worthwhile volunteer placements, support, supervision and recognition of 
volunteers. 

 To provide formal and informal support to those working with and training volunteers 

 To support the recruitment and selection processes, induction and training programme of all 
volunteers across St David’s Hospice. 

 To maintain accurate volunteer records that comply with GDPR / Data Protection policies and 
procedures. 

 To ensure that volunteers are co-ordinated throughout all departments. 
 
Promoting volunteering: 

 Support the promotion of volunteering within the community through a proactive community 
engagement strategy. 

 Positively and actively promoting volunteering inside the charity. 
 
Recruiting and inducting volunteers: 

 To provide operational support to the volunteer management structure in delivering bespoke 
recruitment campaigns across all departments within the Hospice. 

 Successfully recruit and signpost volunteers through conducting first stage volunteer interviews in 
accordance with Hospice guidelines. 

 To be aware of volunteer requirements across all departments within the Hospice. 

 To ensure regular communication takes place with all groups of volunteers as appropriate. 

 To re-deploy volunteers who wish to change their role. 

 To provide operational and administration support to organisation wide training and induction of 
volunteers. 

 
Support and develop volunteers 

 To provide support to volunteer line managers as and when required. 

 Guide, support and develop volunteers, ensuring they are competent to fulfil their role. 

 Provide administration support to the volunteer services management process. 

 To ensure volunteer databases are accurate and up to date, and robust administrative systems are 
followed during the volunteer journey. 

 To assist with the organisation of volunteer recognition events and activities. 

 Support voluntary services communication with all St David’s Hospice volunteers, internal staff and 
the wider community. 



 Assess and control health and safety risks of volunteers within the HR and Administrative 
Department and support all other managers who manage volunteers, by ensuring that they conduct 
effective risk assessments for each volunteer role. 

 
Dimensions and limits of authority 
The post holder will engage with and support the HR Manager to set and implement the long term and day 
to day activities for the development of volunteering and to provide support to volunteer line managers as 
required.  The post holder will be responsible for the recruitment, co-ordination of tasks, day to day 
management and monitoring of the volunteers within the Hospice.  
 
Confidentiality 

 By the nature of the role, members of the HR Department are entrusted with maintaining personal 
data regarding our employees and management issues.  All members of the HR Department must 
ensure that strict confidentiality is maintained at all times. 

 In addition to personal data, members of the HR Department must maintain confidentiality about 
management and business information that is not available to all employees.  Such discussions 
could be confidential and sensitive. 

 Comply with GDPR and Data Protection policies at all times. 
 

Special Features of the Job 
 
The post holder may be expected to work outside of standard office hours at night and weekends. 
 
General to all Staff 
 

Personal Development 
Each employee must co-operate and attend all appropriate mandatory and statutory training as required by 
the organisation and/or their professional bodies.  The post holder must be responsible for own professional 
development and must participate in the Hospice appraisal review process. 
 

Health and Safety 
Be familiar with the Health and Safety policy operated by the Hospice, taking consideration of :- 

 Health & Safety at Work Act 1974 

 Fire Safety Regulations 

 Manual Handling  
 

Assist other employees, visitors and volunteers in the normal course of duty to recognise safe practices and 
procedures where necessary. 
 

Ensure compliance with Health and Safety rules in the workplace in accordance with the responsibilities 
noted in the Health and Safety at Work Act 1974 and the Hospice’s Health and Safety policy. 
 

All staff have responsibilities to ensure that our working environment continues to be a safe, secure, healthy 
and fulfilling place to work. 
 

The post holder must be aware of individual responsibilities under the Health and Safety at Work Act and 
identify, and report as necessary, any untoward incident, accident or potentially hazardous environment 
which could impact the individual or organisation as a whole. 
 

Employees of St David’s Hospice are required to work in line with the Health and Safety policy to ensure 
not only their own health and safety, but that of others too. 
 
Equality and Diversity 

 Operate within the Hospice’s policies in relation to equal opportunities and equality. 

 All staff will comply with the Hospice’s Dignity and Respect Pledge. 

 The post holder must at all time carry out duties and responsibilities with regard to the Hospice’s 
Equal Opportunity policy and Dignity at Work policy. 

 Identify and take action when own or others behaviour undermines equality and diversity. 

 Enable others to promote equality and diversity and a non-discriminatory culture. 



 Respect confidentiality in line with the requirements of the Data Protection Act, GDPR, the Caldicott 
report and the Freedom of Information Act. 

 
General  

 At the heart of our strategic vision, our ‘One Team’ approach aims to support creative and flexible 
responses from every member of our workforce in order to benefit each and every person using our 
services, from clinical care, retail, fundraising, education and the support services.  There is an 
expectation for everyone to support colleagues beyond their own team 

 Ensure that all within the team have a grasp of the Hospice’s structure, values and purpose and have 
opportunities for involvement in its further development. 

 Ensure the maintenance of confidentiality in respect of staff, volunteer and client records and all 
privileged information relating to the services of the Charity, its patients, staff and volunteers and 
particularly of the area for which you are directly responsible. 

 Promote and foster the Hospice’s reputation and standing within the community with private, statutory 
and voluntary sector agencies and organisations. 

 Undertake any other duties which may be reasonably required. 

 The philosophy of the Hospice is based on a multi-skilled, cross-departmental approach.  Staff 
regardless of grade or discipline, are required to participate in this concept.  The role of volunteers is 
integral with the work of St David’s Hospice and paid staff are required to underpin this in their attitude 
and actions. 

 All staff must be sympathetic to and able to project the philosophy and concept of hospice care. 

 The Hospice has in place provision for staff support.  Staff are expected to exercise responsibility in 
accessing and providing whatever forms of support might be appropriate for them to ensure that they 
are able to offer the professional care for which they are employed. 

 Responsible for managing information in accordance with the Hospice’s information management 
guidelines.  Ensure that personal information is treated in accordance with Data Protection legislation. 

 Undertake any other reasonable duty which corresponds to the salary level and responsibility level of 
the job 

 

Confidentiality and Security of Information 
Within your position you will be expected to adhere to the Hospice policies regarding confidentiality. 
Should you have any matters of concern, you are encouraged to raise these with your Line Manager. 
 

Competence 
You are responsible for limiting your actions to those that you feel competent to undertake.  If you have any 
doubts about your competence during the course of your duties you should immediately speak to your Line 
Manager. 
 

Risk Management 
It is a standard element of the role and responsibility of all staff of the Hospice that they fulfil a proactive role 
towards the management of risk in all of their actions.  This entails the risk assessment of all situations, the 
taking of appropriate actions and reporting of all incidents, near misses and hazards.  It is a requirement 
that you adhere to St David’s Hospice policies, procedures and guidelines at all times. 
 

Record Keeping 
All employees are responsible for ensuring records are created and maintained in accordance with Hospice 
policy. 
 

Flexibility 
Duties and responsibilities may vary from time to time without changing the general character of the duties 
and level of responsibilities entailed.  In addition, it is a requirement of all employees that they accept 
elements of flexibility in duties and responsibilities and when necessary interchange within the organisation 
which will meet the changing needs and demands of the service.  Such requirements will enable the 
particular expertise of the post holder to be developed and maximised to the mutual benefit of both 
employer and employee. 
 
This job description was prepared July, 2018 and will be reviewed regularly as part of individual and 
organisational development and performance appraisal and hence may be subject to variation. 
 
 



Business Travel 
 
        No business travel 
 
 √     Designated user 
 
           √   Some business travel – post holder may be called up to provide own 
                Vehicle if Hospice vehicle unavailable 
 
                 Some business travel – Hospice vehicle may be provided to post holder 
                 
        Designated as Hospice driver – required to drive Hospice vehicles as part of their main responsibilities 
 
        Motor vehicle declaration to be completed 
 
        Expenses paid monthly in arrears 
 
 
DBS (Disclosure Barring Service) Check 
 
        Enhanced 
 
   √  Standard 
 
 Disclosure Scotland 
 
 Not applicable 
 
Occupational Health Pre-employment Questionnaire 
As part of the Hospice’s selection procedure for employment, all prospective employees will be required to 
complete a pre-employment questionnaire.   
 
The purpose is to fulfil our responsibilities under the Health and Safety at Work Act 1974 and to ensure that 
the proposed employment does not present any particular risks from a medical point of view. 
Any formal offer is subject to receiving a satisfactory report from the Occupational Health Service to confirm 
that they are satisfied about your medical fitness to undertake the role. 
 
 Clinical staff questionnaire 
 
   √ Non-clinical staff questionnaire 
 
 Driver questionnaire  
 
 
Uniform Provided 
 
           Yes   -  Clinical / Kitchen / Fundraising / Lottery / Shops 
 
  √          No                 
 
 
Mobile phone provided                     Yes                                 √    No 
 
Laptop provided                        Yes                                 √   No 
 
 
References 
All appointments are subject to receiving two satisfactory references. 
 

 



Probationary Period 
The first six months of your employment will be a probationary period, subject to the Probationary Period 
Policy and Procedure.  
 

Salary 
£18,000-£22,500   p.a. 
 

Salaries are paid monthly by credit transfer to a bank or building society account on the 20th of each month.  
If the 20th falls on a weekend, then payment will be made on the Friday. 
 

Holiday Entitlement 
23 Days per annum if working 35 hours p.w. 
 

Position in the organisation 
 

Reports to:  HR Manager  
 
Staff supervised: None 
 
Financial Resources 
Responsible for:  None 
 
Physical Resources 
Land and buildings 
Plant / vehicles / equipment 
Information systems 
 
Language Requirements 
Essential 
Able to present all aspects of the role orally with confidence in English and Welsh. 
Able to present written information with complete confidence using the most appropriate language and 
manner for both subject and audience in English and Welsh. 
Able to follow a conversation or discussion at a professional level and to discuss general everyday issues in 
the field in order to convey information and express opinions in English and Welsh. 
 

Working Arrangements and Conditions 
 
Working week: Monday to Friday with evening and weekend work in order to develop the volunteer 

base throughout Gwynedd, Anglesey and Conwy.   
 
Contracted Hours: 35 p.w but willing to consider part-time 
 
Spread:  9.00 – 5.00   with evening and weekend work 
 
Work Base:  Llandudno 
    
 
You may, however, be required or permitted to work anywhere within the Hospice’s area on a permanent or 
temporary basis. 
 
 
 
Signed : ____________________________________    Dated : ________________________________ 
 
 

 

 

 

√ 


