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Volunteer Executive FTC 12 months

	1. JOB IDENTIFICATION

	
Job Title:

Band/Grade:

Hours of Work:

Accountable to: 

Responsible:

Department:

Job Reference:

Last Update (insert Date):

Disclosure and Barring(DB) 
Check Required:
	
Hospice Volunteer Executive

£35,000 pro rata

22.5 (3 days a week or suitable alternative working pattern)

Senior Fundraising Manager

N/A

Fundraising


October 2026



Yes- Enhanced




	
2. JOB PURPOSE

	The Volunteer Executive will play a key role in supporting, recruiting and engaging volunteers across the Hospice.

Working closely with colleagues and volunteers, the postholder will help deliver a positive volunteer experience throughout the volunteer journey, from initial enquiry and onboarding through to ongoing engagement and recognition.

The role combines volunteer administration and relationship building helping to ensure volunteers feel valued, supported and motivated while contributing to the Hospice's mission.

This role is ideal for an organised, people-focused individual who is looking for a flexible, part-time role within a supportive and rewarding charity environment.



	3. ORGANISATIONAL STRUCTURE

	
The post-holder will work as part of the fundraising team reporting to the Senior Fundraising Manager and under the directorate of the Director of Fundraising. 

The post-holder will also work closely with the wider hospice team, volunteers, senior management, Trustees and donors and their families.




	4. ROLE OF DEPARTMENT

	
To co-ordinate volunteering at St John’s Hospice, supporting the work of the Hospice and raising awareness across the local community.




	5. RESPONSIBILITIES OF THE POST


	Key Tasks 

1. Volunteer Recruitment and Onboarding
· Act as a first point of contact for prospective volunteers.
· Manage volunteer enquiries received by telephone, email and online channels.
· Organise the recruitment and onboarding process for new volunteers.
· Arrange volunteer scheduling and shadowing sessions.
· Ensure required documentation, references and DBS checks are completed where appropriate.
· Prepare volunteer welcome packs and onboarding materials.
2. Volunteer Support and Engagement
· Build positive relationships with volunteers across the Hospice.
· Provide day-to-day support and guidance to volunteers, escalating concerns to the Senior Fundraising Manager where appropriate.
· Regularly communicate with volunteers to ensure they feel informed, supported and connected to the Hospice.
· Organise the delivery of volunteer recognition and appreciation initiatives.
· Gather feedback from volunteers and share recommendations for continuous improvement.
· Help maintain a positive and inclusive volunteering culture.
3. Volunteer Administration
· Maintain accurate volunteer records on the volunteer database and CRM system.
· Ensure volunteer information is recorded and managed in accordance with GDPR and Hospice policies.
· Monitor volunteer training, DBS renewal and compliance records.
· Produce reports and data to support volunteer activity and performance monitoring.
· Assist with maintaining volunteering resources, guidance documents and processes.
4. Community Engagement and Volunteering Promotion
· Support the promotion of volunteering opportunities across local communities.
· Attend community fundraising events and awareness activities where appropriate.
· Represent the Hospice professionally at internal and external events.
5. Volunteer Events and Recognition
· Organise the planning and delivery of volunteer engagement activities including the Christmas Party and Volunteers Week.
· Coordinate volunteer communications.
· Help ensure volunteers are recognised appropriately for their valuable contribution.
Other 
· Work collaboratively with colleagues across Fundraising, Clinical Services and other Hospice departments.
· Maintain confidentiality and professional standards at all times.
· Ensure all volunteering activities comply with Hospice policies, safeguarding requirements, health and safety guidance and data protection legislation.
· Champion equality, diversity and inclusion across all volunteering activity.
· Undertake any other duties appropriate to the level and nature of the role.



	6. GENERAL INFORMATION:
· This job description is not intended to be an exhaustive list of duties, but mainly to highlight the current main responsibilities of the post.  It may be reviewed and altered in the light of changed service needs and developments after discussion with the post holder.

· The post holder will be required to comply with all policies and procedures issued by and on behalf of the Hospital of St John and St Elizabeth.

· The Hospital is an equal opportunities employer and the post holder will be expected to promote this in all aspects of his/her work.

6.1 	Other Duties:
	To undertake any other similar duties, as required by the manager.

6.2	Confidentiality:
All information in relation to patients and staff must be held in the strictest confidence and may not be divulged to any unauthorised person at any time without the authorisation of your manager or unless it is in the best interest of the individual.  The post holder must maintain the confidentiality of information about patients, staff and other Hospital service business in accordance with the Hospital’s Information Governance requirements, the Code of Confidentiality and the General Data Protection Regulation (GDPR) (EU) 2016/679. A breach of confidentiality in relation to manual or computer data will result in disciplinary action being taken in accordance with the Hospital’s disciplinary procedure and may lead to dismissal.

6.3	Health and Safety:
Employees must be aware of the responsibilities placed on them under the Health and 
Safety at Work Act 1974 to ensure that the agreed safety procedures are carried out to maintain a safe environment.

6.4	Risk Management
You have a responsibility for the identification of all risk which have a potential adverse affect on the Hospital’s ability to maintain quality of care and the safety of patients, staff and visitors, and for the taking of positive action to eliminate or reduce these.

6.5 	Equal Opportunities and Diversity
As a member of staff at the Hospital of St John and St Elizabeth you have a personal responsibility to ensure that you do not discriminate, harass or bully, or contribute to the discrimination, harassment or bullying of a colleague or colleagues, or condone discrimination, harassment or bullying by others.

You also have a responsibility to ensure that all people that you have contact with during the course of your employment, including patients, relatives and staff are treated equally in line with the Hospital’s Equal Opportunities and Diversity Policy.

You are also required to co-operate with measures introduced to ensure equality of opportunity.

6.6       Codes of Conduct
The Hospital will provide a supportive environment, in line with the Hospital’s Code of Conduct. Any breaches of the Code will be promptly, fairly and reasonably investigated in-line with any associated procedures.

6.7       Infection Prevention and Control
Infection Prevention and Control is everybody's responsibility. All staff, both clinical and non clinical are required to adhere to the Hospital’s Infection Prevention and Control policy and make every effort to maintain high standards of infection prevention and control at all times thereby reducing the burden of Health Care Associated Infections. Line managers will discuss this with staff as part of the appraisal process.

6.8       Management of Hospital Values
             Managers are expected to lead by example and deliver the values of the Hospital at all times.  T                 They must support the Hospital to deliver excellent service to our patients and visitors. It is understood that as the business evolves, the expectations of the patients will rise and so too will the level of service delivery. 
[bookmark: 13341a033845c15d__GoBack]This is an outline of the post holders key duties and responsibilities. It is not intended as an exhaustive list and may change according to the hospital’s needs and priorities and following discussion with the post holder. 

	




	7. CREATED BY:  
	
      SIGNATURE:  Senior Fundraising Manager

















































































PERSON SPECIFICATION

		Post Title: Volunteer Executive

	Criteria
	Essential
	Desirable
	

Assessment



	Experience
	
· Experience in a volunteer support, administrative, customer service or community engagement role.
· Experience communicating with a wide range of people.
· Experience maintaining accurate records and databases.
· Experience organising meetings, activities, events or projects.
· Experience within the charity, healthcare or hospice sector.
· Experience using a CRM or volunteer management database.
· Experience supporting events, community activities or engagement programmes.
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	Skills and Knowledge
	
· Excellent interpersonal and relationship-building skills.
· Strong organisational skills and attention to detail.
· Excellent verbal and written communication skills.
· Ability to prioritise workload and manage competing demands.
· Good IT skills, including Microsoft Office applications.
· Ability to maintain confidentiality and handle sensitive information appropriately.
· Ability to work independently and as part of a team.
· Understanding of safeguarding, GDPR and volunteer best practice.
· Knowledge of volunteer recruitment processes.
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	Attributes and Qualities
	
· Friendly, approachable and compassionate.
· Enthusiastic and self-motivated.
· Positive and flexible attitude.
· Reliable and well organised.
· Confident engaging with people from a wide range of backgrounds.
· Committed to equality, diversity and inclusion.
· Passionate about the work and values of St John’s Hospice; Charity, Community, Compassion and Commitment.
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