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Job Description

This job description has been designed to indicate the general nature and level of work required of the post to indicate the level of responsibility. It is not a comprehensive or exhaustive list, and the line manager may vary duties from time to time which do not change the general character of the job, or the level of responsibility entailed.

	[bookmark: _Hlk188363748]Post Details

	Job Title
	Volunteer Co-Ordinator - Community and Partnerships

	Service
	Community and Partnerships, Chief Executive

	Team
	Libraries

	Location
	Various library sites

	Reports to
	Libraries and Community Area Lead

	Worker Style
	Fixed Base – Located at a defined Council office/location. With some cover of other sites

	Responsible for
	No direct line management responsibility.
Responsible for the coordination, development and oversight of a borough-wide volunteer workforce, including providing guidance, support, task allocation and performance oversight.
Identifying suitable opportunities for volunteering across the Communities and Partnerships Service


	Grade
	Grade 6

	Contract Type
	Permanent




	Main Accountabilities

	1.
	Lead and manage the end-to-end volunteer service, including promotion, recruitment, onboarding, training, development and retention of volunteers across the borough.

Manage volunteer conduct and performance concerns, addressing issues and resolving conflict in line with council policies and best practice.


	2.
	To develop and implement a strategic approach aligned with corporate and service priorities, ensuring volunteering contributes to long-term service sustainability and community capacity building.

Analyse volunteer data (e.g. recruitment, retention, engagement and activity levels) to evaluate performance, produce insight-led reports, and inform service planning and continuous improvement.

	3.
	To support management of the Home Library Service, through promotion, the application process and volunteer introductions. 

Act as the escalation point for issues arising within the service, ensuring timely and effective resolution.


	4.
	Evaluate the impact of local and national volunteering initiatives using data, feedback and performance measures, ensuring alignment with service objectives and identifying opportunities for improvement.


	5.
	
Identify, develop and promote new volunteering opportunities in collaboration with library and community teams to meet emerging service needs.


	6.
	To design and continuously improve the volunteer journey, including onboarding, training, engagement and exit processes.

To develop and lead volunteer recognition and engagement initiatives to support retention and build a positive volunteer community.


	7.
	
Ensure robust safeguarding procedures are embedded within volunteer recruitment and management practices.

Promote safeguarding awareness and ensure appropriate application of safeguarding principles in all volunteer-supported activities.
Maintain and implement up-to-date volunteering policies, procedures and training in line with legislation and best practice.


	8. 
	Support the effective operation and sustainability of Community Volunteer Libraries, including promotion, volunteer coordination, rota management and issue resolution.

	9.
	Act as the lead officer for volunteering within libraries, providing expert advice, guidance and support to staff across multiple sites, ensuring consistency, quality and effective integration of volunteers into service delivery.

Build and maintain effective partnerships with local voluntary sector organisations, community groups and internal services to strengthen collaboration and maximise impact.


	10.
	To ensure compliance with relevant legislation, policies and best practice relating to volunteering, including safeguarding, health & safety, data protection and risk management.


	11.
	
Lead the design, implementation and evaluation of new volunteering initiatives and projects, including piloting, scaling and embedding successful approaches to enhance service delivery.



	12.
	
Champion inclusive volunteering by reducing barriers to participation and ensuring opportunities are accessible to diverse and underrepresented communities.




	Person Specification                Essential                                             Desirable

	Qualifications
	Attained or working towards a recognised vocational or professional qualification and/or equivalent practical work experience. 

	Relevant NVQ, BTEC or other qualification in Customer Services. 


	Skills/Knowledge
	Execllent IT skills including office software such as Microsoft Word, Outlook, PowerPoint and Excel
	
Experience of using relevant technology and software used within similar service areas. 


	
	Well-developed interpersonal and written and verbal communication skills 

	

	
	Ability to actively listen in order to extract and assess the important information

	

	
	Knowledge of volunteer management principles and good practice

	

	
	Ability to build effective relationships and influence stakeholders across services

Strong ability to build relationships, influence stakeholders and work collaboratively across services and partner organisations.


	

	
	Ability to analyse data and use insights to improve service delivery

	

	
	Strong organisational skills, with the ability to manage competing priorities

	

	Experience
	Experience within a customer-focused service providing excellent customer service 
	Basic working knowledge of the legislative frameworks surrounding the areas of specialism 


	
	Experience of administering processes to tight timescale and with high levels of accuracy 

	Experience of supporting and developing others 


	
	Experience of assisting in delivering change particularly in relation to process improvement
	Good working knowledge of the policies and processes across some of the specialist areas 


	
	
Experience of coordinating or managing volunteers within a structured programme or service.


	Experience of developing, improving or managing volunteer programmes or initiatives.



	
	Experience of engaging with community groups or stakeholders

	Experience of using databases or systems to manage people or services



	

	Purpose Details

	Service Purpose
	The Service’s mission is to 
· support and promote imagination, knowledge and culture for all who live, work or study in Wokingham Borough;  
· promote social cohesion, understanding and inter-generational cooperation 
· widen knowledge and use of cultural services and activities, and understanding of their value in all aspects of community life 
· encourage all residents to value and participate in formal and informal learning, and to acquire the knowledge and skills that they need 
Through the management, operation and development of Libraries, and communities. 


	Role Purpose
	
· To lead the development, coordination and continuous improvement of volunteering across library and community services.
· The role is accountable for ensuring volunteering is effectively embedded within service delivery, contributing to service sustainability, community capacity and positive outcomes for residents.
· The postholder will provide strategic oversight of volunteering activity, support staff to effectively engage volunteers, and develop opportunities that enhance participation, inclusion and community wellbeing.

	Corporate Parenting
	You will champion the principles of corporate parenting by embedding its ethos in all aspects of service delivery, ensuring decisions and actions consistently reflect the responsibility to act as a corporate parent to children in care and care leavers, and actively contribute to shaping and implementing the wider corporate parenting strategy.



	[bookmark: _Hlk188363295]Supervision and Relationships

	Supervision Received
	Reports to the Service Manager, Communities and Partnerships


	Supervision Given
	
Provides professional guidance, support and influence across multiple sites, shaping how volunteers are utilised without direct line management responsibility.


	Contacts
	Volunteer Co-ordinators will encounter members of the public, volunteers, members of the Wokingham Borough Council work force, and community partners as members of the library service.







	Resources/Budget Management

	
No direct budget management responsibility, but contributes to effective resource management by maximising the value, impact and efficiency of volunteering across the service.





	Special Requirements

	Willing to travel independently to other sites to help support the service. 
Working at the weekends, and during late-night opening. 
Commitment to promoting equality, diversity and inclusion, ensuring services are accessible and welcoming to all
Ability to work independently, manage competing priorities and lead initiatives across multiple sites.




  
	Occupational Health Risk Assessment                                                                               Details

	Skin/Respiratory Sensitisers
	N

	Working at Height
	N

	Exposure to Noise (>80-85dB)
	N

	Confined Spaces
	N

	Frequent Display Screen Equipment Use
	Y

	Driving for Work
	Y

	Hand Arm Vibration
	N

	Lone Working
	Y

	Healthcare/Social Contact with Patients
	N

	Blood Borne Viruses Exposure
	N

	Food Handling
	N

	Working with Animals
	N

	Specialised Medical Screening
	N

	Night Working
	N

	Safety Critical Work
	N 
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	Healthcare or Hospital Work
	N

	Working with Children (under 18)
	Y - in a public setting and not one to one

	Working with Elderly/Vulnerable Adults
	Y - in a public setting and not one to one

	Work Environment Details
	Working in a front facing public library setting with members of the public. Some lifting required. Ability to stand for long periods required.




	[bookmark: _Hlk188364657]Role Involvement                                                                                                                 Details

	Working with Children
	Y - in a public setting and not one to one

	Working with Vulnerable Adults
	Y - in a public setting and not one to one

	Both of the Above
	Y - in a public setting and not one to one

	Providing Care/Supervision for Children
	N

	Providing Care/Supervision for Vulnerable Adults
	N

	Both of the Above
	N

	None of the Above
	N




	[bookmark: _Hlk188366184][bookmark: _Int_0bNhtnMC]Disclosure and Barring Service (DBS)                                                            Details                                               

	DBS Requirement
	 Yes -Enhanced DBS for Children and Adults

	Eligibility Tool
	Find out which DBS check is right for your employee - GOV.UK (Find out which DBS check is right for your employee - GOV.UK) 







	                                                       Re-checks

	







	Evaluation Declaration

	Date of Evaluation:
	16/05/2026

	Evaluated by:
	Stephanie Woods, Libraries and Community Area Lead 
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