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JOB DESCRIPTION

Volunteering Coordinator

Beyond Dementia is committed to the provision of a range of flexible services which give people with dementia and their carers real choice while maintaining as much independence and control over their lives as possible. We aim to raise awareness, challenge stigma and provide meaningful support throughout the dementia journey. 

We believe that:
· The interests of service users should be safeguarded at all times.
· Entitlement to service should exist regardless of gender, sexual orientation, cultural, religious or ethnic background.
· The social, cultural, ethnic and religious background of all service users should be respected.




















Job purpose: 

We are looking for a Volunteer Coordinator to support the attraction, recruitment, onboarding and ongoing support of volunteers at Beyond Dementia. This collaborative role is central to building and sustaining a positive and inclusive volunteer community, working closely with teams across the charity to ensure volunteers are well matched to opportunities and supported in their roles.

The role will also strengthen community and corporate engagement by coordinating corporate volunteering opportunities, supporting volunteers at fundraising events, and identifying opportunities to grow the volunteer network across Wiltshire.

A key part of the role will involve monitoring and improving the volunteer journey by gathering feedback and insights to enhance processes and experiences. The Volunteer Coordinator will manage volunteer data and compliance, ensuring records are accurate and up to date on our CRM system.

Strong organisational and communication skills will be essential, alongside the ability to build relationships across teams, manage enquiries effectively, and take a proactive, solutions-focused approach. The role requires someone who is adaptable, self-motivated, and comfortable working both independently and collaboratively to ensure volunteers feel engaged, valued and equipped for success.




Location:		Office location negotiable. Requires travel across Wiltshire.

Grade:                  SCP 21-23 (full time equivalent at SCP21 £24,462)

Hours of work:      15 - 18 hours per week

Accountable to:    Beyond Dementia Chief Executive on behalf of the
			 Executive Committee

Supervised by:      Head of Communications and Fundraising





Equal Opportunities: The Volunteer Coordinator will be expected to implement
      Beyond Dementia’s Equal Opportunities policy in all aspects of
      work.

Confidentiality:  	The post holder will be expected to abide by Beyond Dementia’s Confidentiality Policy at all times.


Main Duties:

· Volunteer Recruitment & Attraction: Promote opportunities, respond to enquiries, conduct introductory calls, and attend community or corporate events to recruit volunteers.
· Onboarding & Compliance: Coordinate volunteer induction with the trainer, documentation, DBS checks, and ensure volunteers have completed required training.
· Oversight of Volunteer Resources & Guidance: Maintain oversight of all volunteer‑facing materials, including the volunteering handbook, welcome pack, service‑specific guidance, and the volunteer information pages on the Beyond Dementia website, ensuring content remains accurate, consistent, and up to date.
· Training Coordination: Schedule and coordinate volunteer inductions and any additional learning opportunities.
· Volunteer Placement & Support: Build strong relationships with Beyond Dementia teams to understand volunteer requirements within the different services, be responsible for finding and matching volunteers to suitable roles, introduce them to teams, and provide ongoing guidance.
· Volunteer Engagement & Recognition: Maintain communication and engagement, visit volunteers, gather feedback, and coordinate volunteer recognition.
· Volunteer Coordination Networking: Engage with volunteer coordinator networks and sessions to build professional connections, share best practice, and access external support.
· Corporate Volunteering Coordination: Coordinate and support corporate volunteering days, liaising with businesses and Beyond Dementia teams.
· Fundraising Event Support: Recruit and coordinate volunteers for fundraising events, providing support during activities as needed.
· Volunteer Development & Regional Growth: Monitor volunteer distribution, identify gaps, and research opportunities to expand volunteering across Wiltshire.
· Systems, Monitoring & Reporting: Maintain volunteer databases on our CRM, track activity, monitor recruitment pipelines, and produce reports.
· Volunteering Exit & Offboarding: Coordinate a smooth and supportive exit process for volunteers, including gathering feedback, conducting exit conversations where appropriate, updating records, and capturing learning to strengthen future volunteer recruitment, training, and retention.



Person Specification

· Strong organisational and administrative skills
· Excellent communication and relationship-building skills
· Ability to work independently and manage multiple priorities
· Confidence engaging with a wide range of people
· Passion for supporting communities and charitable work



In all aspects of work, to comply with Beyond Dementia policies and guidelines, including equal opportunities implementation and health and safety precautions. 
The nature of tasks may vary from time to time without altering the level of responsibility. Any authorised travel will be reimbursed at the current agreed rate.

As a Disability Confident employer, we warmly welcome applications from disabled people and those with health conditions. Our charity is committed to inclusive and accessible recruitment, ensuring everyone has a fair opportunity to contribute to our mission. We will provide reasonable adjustments throughout the recruitment process to help applicants demonstrate their strengths.
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