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Job Description: Heritage Volunteer Coordinator 

	Contract
	Fixed term contact for 2 years
Post funded by National Lottery Heritage Fund  

	Number of hours
	Part-time / 14 hours per week

	Salary 
	£26,300 pro-rata
2% cost of living increase for Year 2

	Accountable to
	Line managed and accountable to the Heritage Project Manager

	Management responsibilities
	No staff 

	Place of work
	Can be fully remote or hybrid based at 1 Carmichael Place, Suite 8, 4th Floor, Edinburgh EH6 5PH 
Travel to Ballast Trust archive storage (Johnstone, Glasgow) anticipated as required 




Background: Preserving the Past Heritage Project

The Scottish Women’s Institutes (formerly the Scottish Women’s Rural Institutes) has been in existence since 1917. In this time, the headquarters of the SWI has amassed a vast collection of physical objects, artefacts, records, photos, crafts and much more. In 2023 the old head office was sold, and the SWI secured funding to store the collection at The Ballast Trust for a period of 2 years. The sale of the property also gave the SWI to opportunity to recruit a part time Project Archivist to archive and catalogue the physical collection for a period of 6 months (1 day a week). 

This activity has led the SWI to consider the wider responsibility they have as Scotland’s only women membership organisation that has consistently supported and captured the story of women in rural communities over the past hundred years. 

The SWI has sought funding to combine the work needed in relation to the physical collection, along with collating an oral history from the ageing and declining member base before stories are lost. 

The long-term goal is to capture the complete history of the SWI, including artefacts and oral histories from the many regional Federations and Institutes, to then be shared with the SWI member base, academics, and the wider public. 

There are plans to create a new home for the heritage in Dumfries to engage and inspire the next generation of SWI members and the wider public, where the heritage of the SWI can be exhibited, alongside running craft workshops, shop and a café. 

Purpose of the role: Heritage Volunteer Coordinator

The SWI is an organisation that’s all about people, and connection. The heritage project is incredibly exciting and milestone in the SWIs history, we need to ensure the membership base and others with an interest in preserving this heritage can be involved. 

This role is vital will be responsible for recruiting, training, and supporting volunteers. This will include assisting with the archiving and cataloguing of the physical collection, collecting, transcribing and cataloguing the oral history of the SWI and other emerging opportunities for volunteer roles as the project develops. 

You will ensure that accessibility and inclusion is embedded into volunteering, any necessary reporting is undertaken, and that engagement KPIs are delivered. 

Person Specification: Heritage Volunteer Coordinator

	
	Method of assessment
	Essential / Desirable

	Experience
	
	

	Experience of working in a customer facing environment or with a wide range of stakeholders

	Application / Interview
	Essential

	Experience of working with volunteers
	Application / Interview
	Essential

	Experience of volunteer management
	Application / Interview

	Desirable

	Experience of delivering training

	Application
	Desirable

	Experience of fundraising
	Application
	Desirable

	
	
	

	Skills
	
	

	Ability to communicate confidently and effectively, in person, via phone and email with a wide range of stakeholders.

	Application / Interview
	Essential

	Desire and ability to deliver excellent customer service / volunteer experiences. 

	Application / Interview
	Essential

	Self-starter able to work under your own initiative and prioritise own workload.

	Interview
	Essential

	Organisational and administrative skills that are in line with expectations of an effective coordinator.

	Application / Interview
	Essential

	An understand of the principles and responsibilities of data protection and data management.

	Application/ Interview
	Essential

	Competence in Microsoft Office IT packages (Word, Excel, etc)

	Application
	Essential

	Traits and values
	
	

	Diplomatic and friendly with an enthusiasm for working with volunteers

	Application / Interview
	Essential

	Keen to ensure inclusion and accessibility across the project.

	Interview
	Essential

	An interest in the heritage of the SWI, or Scottish history
	Interview
	Desirable



The Scottish Women’s Institutes is an equal opportunities employer, and we welcome applications from people from all backgrounds. We are working towards improvements with equality, diversity, inclusion and belonging within our staff and volunteer base. 

Further information

This is a part time role, and the basic hours are 14 hours per week to be agreed upon appointment. You may be required to work adhoc evenings and/or weekends on occasion to attend meetings/events. Ample notice will be provided where out of hours working is requested, and time back in lieu provided. 

It is expected that travel will be part of the role, once the project is fully scoped travel will be required to The Ballast Trust in Johnstone, Glasgow to support volunteers on site. Travel may also be required as needed to meet with SWI Federations, Institutes and members across the country. Expenses for travel outwith to the SWI office will be provided in agreement with the roles line manager. 

It should be borne in mind that the Scottish Women’s Institutes comprises of a small staff team, and this post holder should be prepared to work as part of the team to deliver the organisations operations and objectives where not doing so would impact on the ability of the heritage project to continue. 

The Scottish Women’s Institutes offer the following employee benefits:
· 4% employer contribution to pension per year
· 37 days annual leave per year (pro-rata)
· Death in Service benefit, which is 3x your annual salary
· All relevant policies, procedures and checks are in place.

To discuss any aspect of the Heritage Volunteer Coordinator role please contact Diane Cooper, CEO on either diane.cooper@theswi.org.uk or 0131 225 1724
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