Volunteer Co-ordinator: The Volunteer Co-ordinator will manage the full volunteer lifecycle, including recruitment, induction, training, and ongoing support. They will match volunteers to suitable roles, track engagement and development through a management system, and ensure wellbeing and recognition. The Co-ordinator will liaise with staff, partners, and community networks to expand the volunteer pool, adapt roles to meet individual and community needs, and strengthen the organisation’s capacity to deliver services.

Job Title: Volunteer Co-ordinator
 Location: Falkirk area (office-based and community-based activities)
 Hours: Part-time,12 hours per week
 Salary: £10200 p.a. (pro rata of £29757)
 Contract: Fixed term, January 2026 till end of March 2027
 Reporting to: CEO
Role Purpose:
 The Volunteer Co-ordinator will lead the recruitment, training, support, and retention of volunteers, ensuring they are effectively deployed across the organisation’s activities. The role will enhance organisational capacity, improve community engagement, and provide meaningful volunteering opportunities, particularly for individuals facing barriers to participation.
Key Responsibilities:
· Develop and deliver inclusive volunteer recruitment campaigns to attract a diverse pool of volunteers.

· Conduct volunteer inductions, match volunteers to roles, and provide ongoing support, supervision, and development opportunities.

· Create and maintain a volunteer management system to track hours, roles, training, and engagement.

· Implement recognition and reward schemes to acknowledge volunteer contributions.

· Liaise with staff, partner organisations, and community networks to strengthen volunteering opportunities and collaborative relationships.

· Monitor volunteer impact and contribute to project evaluation through feedback, surveys, and reporting.

· Adapt volunteer roles and activities in response to community needs and volunteer feedback.

· Promote a safe, inclusive, and supportive environment for all volunteers.

Person Specification:
· Experience in volunteer management or community engagement.

· Excellent interpersonal, communication, and organisational skills.

· Ability to work independently and collaboratively within a team.

· Commitment to equality, diversity, and inclusion.

· Strong problem-solving skills and adaptability.

Benefits:
· Opportunity to make a tangible impact on the local community.

· Supportive working environment with training and development opportunities.

· Flexible working arrangements where possible.



