
Job Description 
 
Post: Coordinator of Volunteer Engagement 
Responsible To: Giroscope Coordinator 
Purpose of the Post: Giroscope is a west Hull based charity that buys and renovates empty 

properties for those in housing need.  We have a large client base of 
volunteers who work on our construction projects.  Our volunteers come 
from a diverse range of backgrounds and often present with complex and 
multiple barriers to work. 
 
Giroscope supports our volunteers, helping them to move on to employment 
and further training and learning.  We have around 50 volunteers engaged 
on our project at any one time, with between 10 and 20 working with us on 
any given day. 
We also run a bicycle recycling project, a computer project and a gardening 
scheme providing placements for volunteers.   
We endeavour to reduce social isolation among our volunteers and take a 
holistic approach to their support and progression. 
 
The primary purpose of the post of Coordinator of Volunteer Engagement is 
to support and motivate our volunteers from recruitment through to 
progression into work and the next phase of their lives.  
The Coordinator of Volunteer Engagement will develop and complete 
support plans for all our volunteers and access internal and external advice, 
support, training and education where required. 
They will write reports for funders and for internal purposes to monitor the 
progress and the impact of our volunteer projects.  

 

 
Main Functions: 

 Dealing with people – 60% 

 Dealing with policies and processes – 35% 

 Dealing with equipment and resources – 5% 

Key Duties: 

 To recruit volunteers onto our programmes 

 To conduct initial interviews with prospective volunteers 

 To induct new volunteers and carry out initial assessments 

 To develop personal support & learning plans for each volunteer on our programme 

 To monitor individuals’ progress and achievement and carry out regular appraisals 

 To work alongside our building skills supervisors and other staff to support our volunteers 

 To communicate with colleagues about the needs of volunteers 

 To help volunteers access assessment of, and support for, their differing needs, including 

health, immigration advice, legal matters, mental health issues, drug or alcohol use or other 

special needs  

 To support volunteers in developing CVs, carrying out job searches, applying for jobs and 

preparing for interviews 

 Advise and help volunteers to access further training, including supporting volunteers 

making applications to college 



 To build relationships with referral agencies (such as Probation, Hull CVS, Hull College, 

Prince’s Trust, DWP) 

 To make links with companies working in the construction industry and other employers in 

the region 

 Attend staff meetings 

 To run specific volunteer projects monitoring outcomes and outputs to specific deadlines 

 To undertake administration necessary to the role – completing European Social Fund 

paperwork and keeping volunteer progress records 

 To prepare funding bids, to build capacity within the organisation for additional volunteer 

projects 

 To provide support to other Giroscope service users 

 To collect and record feedback from volunteers and other service users so that we can 

improve our service 

 Organise and attend trips, residentials and other activities from time to time 

 Liaise with our Housing Support team to help our volunteers find accommodation as and 

when required 

 Help develop Giroscope’s Duke of Edinburgh scheme and recruit young people for this 

project 

 Assist in promotional work around our volunteer projects 

 

 
Person Specification  
 

Person Specification  Essential Desirable 
The capacity to inspire and motivate others *  
The ability to deal with information in a confidential manner and 
respond with sensitivity 

*  

A flexible and non-judgemental approach to people and work *  
A good knowledge of agencies in the Hull environ providing support to 
vulnerable people 

 * 

Experience of managing or coordinating projects and volunteers *  
Good knowledge of safeguarding issues and legislation *  
Good communication skills *  
Experience of using Microsoft Office *  
Experience of electronic client management systems  * 
Ability to represent the company, and develop relationships in a 
professional manner 

*  

Effective time management *  

Prioritise and manage workloads *  
Be able to prepare and deliver presentations  * 

A good understanding of the issues faced by people on low income *  

A good knowledge of benefits including Universal Credit/ESA/ *  

Commitment to Giroscope’s values and equal opportunities *  



Demonstrate and respond to the diverse requirements and needs of 
individuals 

*  

To encourage individuals to value diversity and challenge behaviour 
which undermines the ethos of equality. 

*  

 
 
 
 
 
 
Conditions of Service 
 
Salary: £20,000 - £22,000 (dependent on experience) 

Contract Type & Length This post is permanent  

Location: Based at our Coltman Street Office in West Hull 
References: Appointment is subject to receipt of a minimum of two satisfactory 

references.  These should be from your current and previous 
employers.   

Criminal Records: An enhanced Disclosure and Barring Service (DBS) Check will be 
necessary for the successful applicant. 

Probationary Period: New staff appointed to this post will be subject to a 3 month probation 
period. 

 
 
 
 

  



 
 
 
 
 
 
 
 
 
 


