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Volunteer Coordinator 
 

Caritas Diocese of Salford (‘Caritas Salford’) is the principal social action agency of the 
Catholic Diocese of Salford.  We have a proud history of supporting people in poverty or 
situations of crisis and challenge through a diverse range of projects and services.   Our 
vision is for a society where there is justice and equality and where the voices of those 
experiencing poverty, disadvantage and/or discrimination are heard valued and acted 
upon so that all people can live in peace and dignity.  Our mission is to put Love into 
Action.  
  
Inspired by the Gospels and the teachings of the Catholic Church, we work across Greater 
Manchester and parts of Lancashire to help those experiencing poverty, disadvantage and 
discrimination to transform their lives with dignity.  We provide a practical response to 
those in crisis, suffering hardship or who are at risk. We rebuild lives for the long-term, 
enabling people to live in a safe, healthy and secure environment.  We call for a better, 
more just world where the voices of the poor are heard and acted upon and positively 
influence the systems, decisions and resources that affect those in need. 
 
Following our recent strategic review, we are restructuring the way we operate and have 
an exciting opportunity for the role of Volunteer Co-ordinator.  This newly created post 
will be responsible for promoting, developing, co-ordinating and enhancing the vital role 
of volunteers to our organisation.  This new post will provide additional capacity to assist 
with ensuring safe and compliant administration of volunteer recruitment.  It will also 
contribute to our work by developing, nurturing and expanding opportunities for 
volunteering.  Our ultimate objective is to create and enable new opportunities to provide 
a positive impact to the lives of those experiencing poverty, discrimination and 
disadvantage.   
 
As this is a new post we have sufficient resources to recruit for a full-time post-holder, 
however, we are open to the flexibility of recruiting a candidate who has the right 
passion, skills and experience on a part-time basis (though would likely need to be a 
minimum of three days per week).  The post holder would need to be available on 
occasional evenings and weekends to support reaching out to attract new volunteers.   
 
If successful you would need to be able to travel around parts of Greater Manchester and 
Lancashire to learn about and experience our work, helping to build constructive 
relationships between services and their volunteers.  This is a brilliant opportunity to 
make a real difference to the lives of people at risk by developing our work.   
 
What you will gain from this role? 
 
- Experience of working closely with a passionate, dedicated team of managers, staff and 
volunteers. 
   
- Have a clear strategy highlighting Caritas’ aims and objectives.   
 
- Work with colleagues and volunteers to build creative and innovative ways of improving 
and expanding our engagement with volunteers. 
 
- Routinely visit Caritas projects and see first-hand how we make a difference to the lives 
of people experiencing crisis and challenge.   
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- Be encouraged to be ambitious and creative and use your initiative and take 
responsibility. 
 
What will ideally support your success in the role? 
 
- Knowledge, qualifications and experience relevant to the recruitment and engagement 
of volunteers.   
 
- The ability to develop and deliver a plan to improve the systems and experience of 
volunteers in our organisation.   
 
- Ability to demonstrate a passionate commitment to recruiting and successfully 
integrating volunteers, including those with lived experience of crisis and challenges. 
 
If this sounds like the perfect opportunity for you and you’d like to work with an 
organisation passionate about supporting people, we’d love to hear from you.   
 
Closing date: Wednesday, 2 February 2022  
 
Interview Date: Friday, 11 February 2022  
 
A basic DBS disclosure is a requirement for this post. Our recruitment checks, induction 
and ongoing support and supervision reflect our commitment to safeguarding the people 
who use our services. Caritas Diocese of Salford strives to be an equal opportunities 
employer and welcomes applications from all sections of the community. 
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JOB DESCRIPTION 
                                  

POST TITLE: 
 
Volunteer Coordinator  
 
 

LOCATION: 
 
Caritas House, Manchester and various Caritas services, 
projects; flexibility to work from home 
 

HOURS OF DUTY: 
 
37 hours per week  
 
To include occasional  
evening and weekend work 
 

GRADE: 
 
SCP16-19  
 
 

SALARY: 
 
£24,012 - £25,481 per 
annum   
 

RESPONSIBLE TO: 
 
Head of Resources & Support 
Services 
 
 
 

MAIN CONTACTS: 
 
Internal 
♦ Caritas managers   
♦ Caritas staff    
♦ Volunteers  
 
External 
♦ Parishes of the Diocese 
♦ Other voluntary agencies 
♦ Training organisations 
♦ Members of the public 

 

RESPONSIBLE FOR: 
 
Volunteers   

SPECIAL CONDITIONS OF SERVICE: 
 
♦ Basic DBS check  
♦ Flexibility of working hours to meet the needs of the service 

 
MAIN PURPOSE OF THE POST: 
 
The main objective of this new role is to support Caritas Diocese of Salford improve the 
promotion, recruitment, selection, induction and ongoing support for volunteers across our 
organisation especially in meeting rigorous standards for safe recruitment.   
 
The role will be critical in supporting existing Service Managers meet their management 
responsibilities for volunteers while developing our practices to ensure volunteers are 
motivated, nurtured and fulfilled and opportunities are inclusive.   
 
The role will provide support to identify and develop opportunities to make volunteering 
within Caritas more accessible to increase the diversity of our volunteers so that they 
reflect the communities that we support.  Additionally to include those who have lived 
experience of particular challenges like homelessness, poverty or isolation in order to 
build confidence and develop skills and potentially to develop opportunities for corporate 
volunteers. 
  
The post holder will ensure that Caritas treats all volunteers with fairness and equity and 
make sure that our policies are being properly implemented reporting to senior 
management on a regular basis. 
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JOB DESCRIPTION 

 
VOLUNTEER COORDINATOR  

 
 
CARITAS DIOCESE OF SALFORD PRINCIPLES AND VALUES 
 
The post-holder will be required to work within and represent the principles, ethos and 
values of Caritas Diocese of Salford in all aspects of their work. 
 
 
POLICIES AND PROCEDURES 
 
The post-holder will work in line with the Policies & Procedures of Caritas Diocese of 
Salford.  They will also be required to ensure that people who use our services, staff and 
volunteers are treated in accordance with the Equal Opportunities policy of Caritas 
Diocese of Salford with particular emphasis on anti-discriminatory practice and the 
promotion of the rights of children, young people and vulnerable adults. 
 
 
SAFEGUARDING 
 
Everyone at Caritas has a safeguarding responsibility. As part of the role the post-holder 
will undertake mandatory safeguarding and Prevent training as part of their induction.  
The post-holder will be required to ensure that children, young people and adults at risk 
are safeguarded. The role includes a duty to refer any safeguarding concerns they may 
have to their line manager. 
 
 
MAIN TASKS AND RESPONSIBILITIES 
 
Volunteering Strategy 
1. Work closely with the Director, Senior Managers and Service Managers to revise and 

develop our strategy to support volunteering across the organisation. 
 

Policy and Practice 
2. Develop new policies and operating practices for volunteers and ensure their 

effective implementation.   
 

3. Ensure compliance with legislation and regulations including, but not limited to, 
health and safety and safeguarding, finances, data protection, inclusion and 
diversity etc. 

 
Promotion, Recruitment, Induction and Training 
4. Act as the organisational lead for volunteers, showing leadership skills and modelling 

expected standards of behaviours. 
 

5. Work with Service Managers to identify and promote volunteering opportunities 
across the organisation, establish clear role descriptions, recruit volunteers, ensuring 
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the completion and processing of volunteer application forms including references, 
DBS checks (where appropriate) and that volunteering agreements are completed. 

 
6. Ensure that promotion and recruitment to volunteers is open and reflects our 

commitment to welcoming people of all backgrounds, including identifying roles to 
encourage and engage people with lived experience of challenges like homelessness, 
poverty, unemployment or discrimination.  Provide potential opportunities to 
corporate volunteers and, in partnership with other colleagues, support and nurture 
relationships with corporate organisations. 
 

7. Ensure volunteers are provided with general and project/service specific induction 
and training appropriate to their role in collaboration with Service Managers.   

 
Ongoing volunteer supervision and communication 
8. Ensure that Service Managers are effectively monitoring, managing and reviewing 

performance of volunteers in appropriate forms of supervision and that records are 
being updated and reviewed.  Conduct regular check-ins with volunteers to ensure 
that volunteers are engaged, nurtured and fulfilled and provide suitable supporting 
evidence e.g. surveys and feedback.  This includes providing regular reports to 
Senior Management about the effectiveness of volunteering opportunities.  
 

9. Support Service Managers where there are concerns about particular volunteers and 
seek means to address concerns.   
 

10. Communicate regularly to promote high levels of engagement and use feedback to 
inform future learning and approaches to volunteers.  This would include routine 
updating of online materials and providing regular information for social media.   

 
11. Engage and collaborate with colleagues to communicate new and engaging stories 

which help share the narrative and impact of Caritas’ volunteering programme with 
a view to year-on-year expansion of the number of volunteers.  

 
Events 
12. Co-ordinate the promotion and delivery of in person and virtual events to promote 

volunteering including attendance at wider Caritas events as appropriate. 
 

13. Organise opportunities to recognise, reward and celebrate volunteering across 
Caritas.   

 
14. Where appropriate represent Caritas on behalf of the Director or Senior Managers in 

matters regarding volunteers.   
 
General 
15. Engage with colleagues in the Diocese of Salford, including clergy and staff and 

wider appropriate networks and partnerships (e.g. CSAN, local authorities and 
faith/VCSE organisation to improve opportunities for learning and dialogue.  
 

16. Provide regular reports to Senior Management which illustrate all aspects of the 
volunteering programme, provide statistical and qualitative information and on the 
wider impact of the service.   
 

17. Support Caritas Salford in seeking formal recognition and accreditation for volunteer 
programmes. 

 
18. Attend regular supervision sessions, staff meetings and training as requested. 
 



January 2022 

19. To carry out any other duty, commensurate with the level of the post, as may be 
determined by the Director. 

 
The above description is not intended to be an exhaustive list but to indicate the main 
responsibilities of the post.  It may be amended from time to time, after consultation with 
the post holder. Any changes will be agreed in advance. 
 
Promotion and Fundraising: 
 
As a charity Caritas Diocese of Salford relies on a certain amount of fundraising.  All 
members of staff are expected to contribute to fundraising activities and to be committed 
to promoting Caritas Diocese of Salford at every opportunity. 
 
 
Health and Safety General Responsibilities: 
 
All employees have a responsibility for their own health and safety and that of others 
while undertaking their duties.  Employees have a general duty to assist Caritas Diocese of 
Salford in implementing its general statement within the Health and Safety Policy. 
 
All employees must report workplace hazards to their Line Manager and must report any 
injury or illness arising from workplace activities as outlined in Caritas Diocese of Salford 
guidance. 
 

~~~~~~~~~~~~~~~~~~~~~~~~~~~~ 
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PERSON SPECIFICATION FOR THE POST OF 
VOLUNTEER COORDINATOR 

 
REQUIREMENT ESSENTIAL DESIRABLE ASSESSMENT 

METHOD 
Qualifications 
 

♦ Applicants may be degree level 
educated but need not necessarily 
be graduates.  It is essential they 
demonstrate a suitable level of 
appropriate professional 
qualifications relevant to the ability 
to develop, co-ordinate and train 
volunteers at all levels  

 

 Application 
Form & 
documentation  

Skills ♦ Excellent verbal and written 
communication skills, with a proven 
ability to adapt to reflect the needs 
of particular audiences 
 

♦ Ability to communicate with those 
whose first language is not English 

 
♦ Ability to promote new approaches 

to volunteering to a broad range of 
people building positive working 
relationships with diverse groups 

   
♦ Subject to further evaluation by 

Caritas, the ability to use specialist 
software to help with volunteer 
management 

 
♦ Ability to work independently and 

also establish effective 
interpersonal relationships as part 
of a team, with colleagues, 
volunteers and people who use our 
services 

 
♦ Able to work with discretion, 

maintain appropriate confidentiality 
 
♦ Ability to manage time and 

prioritise effectively, working to 
deadlines 

 
♦ Good IT skills, particularly Microsoft 

Office applications 
 

 
 
 

Application 
form, 
interview & 
tests at 
interview 

Knowledge ♦ Evidence of sound working 
knowledge of current legislation as 
it relates to volunteering 
 

♦ Knowledge of the general principles 
of safeguarding and creating a safe 
environment for people who are 
experiencing crisis or challenges 
 

♦ Knowledge and 
experience of 
developing 
programmes which are 
able to effectively 
involve and engage 
those who have lived 
experience of 
challenges such as 
homelessness, 
unemployment, 
isolation, poverty or 
disadvantage 

Application 
form and 
interview 
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PERSON SPECIFICATION FOR THE POST OF 
VOLUNTEER COORDINATOR  

 
REQUIREMENT 

 
ESSENTIAL DESIRABLE ASSESSMENT 

METHOD 
Knowledge  ♦ Knowledge of best practice 

approaches to recruiting, retaining 
and engaging volunteers  

 

♦ Knowledge of local 
structures of the 
Roman Catholic Church 
and Catholic schools 

 

 

Experience ♦ Experience in volunteering roles 
 

♦ Experience of writing, marketing 
and public relations including 
promotion via social media, 
preparing press releases, drafting 
reports, adverts, preparing leaflets 
and editing newsletters 

 

 Interview, 
application 
form and 
references 
 

Special 
conditions 

♦ Passionate about the important role 
and contribution of volunteers and  
delivering positive opportunities for 
people who wish to volunteer 
especially about providing 
accessible and inclusive 
opportunities for all 
 

♦ The ability to lead and effectively 
coordinate the Caritas volunteering 
programme 
 

♦ Must be able to work within and 
promote the ethos and values of 
Caritas  
 

♦ Able to contribute to promotion and 
fundraising on behalf of Caritas 
 

♦ A proven commitment to equality, 
diversity and inclusion willing to 
challenge behaviours and 
discrimination 

 

  

 
As a Catholic charity, we seek to protect and promote human dignity for all.  Therefore, 
you’ll need to appreciate and be respectful towards the religious ethos of our many staff, 
volunteers and supporters as well as the diverse backgrounds of the people who use our 
services. 
 
Note for Applicants:   Please try to show on your Application Form how you meet these 
requirements as this will be used for shortlisting purposes. 
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