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JOB DESCRIPTION

	JOB TITLE: 

	Voluntary Services Lead

	REPORTS TO:


	Director of People and Corporate Services initially, moving to report to People Services Manager in early 2026

	DIRECT REPORTS:


	Voluntary Services Administrator
Receptionist
Dotted line report: People and Voluntary Services Administrator 




JOB PURPOSE

To develop and manage consistently high standards volunteer experience, management and development across St Rocco’s, ensuring that our voluntary services add value to the services that we offer our community and that our volunteers have a positive experience throughout their time with us.
The job summary and responsibilities below are to outline the main duties and accountabilities of the role, however we ask all employees to be flexible in the development and delivery of their role and to ensure that we are always delivering our objectives and purpose.
JOB SUMMARY AND KEY STRATEGIC RESPONSIBILITIES
To be responsible for the operational management and development of voluntary services to ensure that they deliver the purpose and objectives of the hospice.

To ensure an excellent volunteer experience for our volunteers and support the development of their skills

To build a strong network with third sector and education partners across our town to ensure that we are reaching into our community to attract our volunteers and that we are constantly innovating in our approach to our voluntary services
To contribute to the delivery of St. Rocco’s Hospice strategic developments, especially in relation to the provision of volunteer services.

OPERATIONAL RESPONSIBILITIES

VOLUNTARY SERVICES STRATEGY, PLAN AND CONTINUOUS IMPROVEMENT
Work in partnership with the Director of People and Corporate Services and leaders across the hospice to develop a voluntary services strategy and annual operational delivery plan to ensure that the service consistently delivers its organisational purpose and objectives and continuously develops and innovates
Develop and deliver against departmental volunteer development and resource plans to ensure that voluntary services meet the needs of our services

Build a strong network across our sector and community to ensure that we are learning from best practice and experience and anticipating and planning for changes and new developments in volunteer management
VOLUNTEER ATTRACTION
In line with departmental development and resource plans, support clinical and non-clinical line managers to identify suitable and new volunteering opportunities and capture accurate and attractive role descriptions as the organisation and our services develop.
Promote volunteering through recruitment and publicity campaigns aimed at reaching all parts of our community and promoting the benefits of volunteering at the hospice to attract the teams we need to meet our resource plans.
To develop and deliver highly effective and efficient volunteer recruitment, selection and onboarding processes to ensure that volunteers are well matched and prepared for their volunteering opportunity and that we have completed all relevant pre-engagement checks 

VOLUNTEER EXPERIENCE

Develop and support effective induction and ongoing development for volunteers in all services, working with operational line managers to ensure that appropriate resources and development support is in place as our services develop and to add value to our volunteering experience

Develop the skills of our line managers to lead the volunteers that support their service through effective training, resources and coaching 

To provide proactive assistance to line managers to prevent potentially challenging situations from escalating and to manage effectively any that do
Lead on volunteer engagement and communication, including the development of engagement tools and channels, to ensure that our volunteers are well informed about the work of the hospice
Develop, implement and constantly review our approach to recognising and thanking our volunteers to ensure that their individual and collective contribution is celebrated and a sense of belonging is fostered
Design and deliver ways to capture volunteer feedback at all stages of their journey and use that feedback to continuously develop the service

Monitor and take appropriate action to ensure that our commitment to equity and inclusion is embedded across the volunteer workforce

POLICIES, PROCESSES AND DATA
Ensure that appropriate policies and procedures are in place to support excellence in the management of our volunteers 
Review and develop the systems and processes that support our line managers and volunteers to ensure that they are efficient and deliver an excellent experience
Ensure that our volunteers record keeping is accurate and up to date, supports effective volunteer management and complies with our information governance policies

Design and produce reports on our volunteer activity and impact that provides insight, supports decision making and ensures that we focus our activity where required to achieve our objectives
LEADERSHIP AND MANAGEMENT
Work collaboratively as part of the people services leadership team to identify opportunities to improve performance, develop the service and support effective change management.

Set high standards of quality and performance across the team and support them to continuously develop and raise standards. 
Display confidence and proactivity along with excellent communication skills, utilising professional knowledge and experience and acting as a coach to support continuous staff development.
To be an inspirational leader who clearly expresses the hospice vision, values, and service quality to team members, drawing on coaching skills to support others to share this vision. 
VOLUNTEER-LED SERVICES
Support the development and delivery of volunteer-led services, working closely with colleagues across the hospice to ensure that they meet their intended outcomes and that the volunteer teams leading them are well supported and resourced

EXTERNAL RELATIONSHIPS AND PROFILE

Support and, where required, lead our attendance at community events to ensure that the hospice’s services and impact are well promoted 
Build relationships with other voluntary sector organisations to develop potential partnership working and raise the hospice’s profile.

FINANCIAL MANAGEMENT

Work with the Director of People and Corporate Services and Finance Manager annually to set the voluntary services budget and then manage expenditure and income effectively 
SUPPORTING THE FUTURE OF OUR HOSPICE

St. Rocco’s Hospice is a registered charity, not part of the NHS and it costs over £5 million to run the Hospice every year. We rely on support from the community of Warrington, both through volunteering time and donating goods and money to enable us to provide our palliative and extended care services.

For this reason, it is expected that all members of staff will also support the fundraising activities of the Hospice. Every staff member will be encouraged to help at, participate in, or support our fundraising activities throughout the year. Opportunities to support fundraising activities vary and could include taking part in any of our events, supporting shop events, raising sponsorship or attending cheque presentations. Staff members will be asked as part of their annual appraisal in what ways they have supported the future sustainability of our hospice.
POLICIES AND SAFEGUARDING

It is an expectation of all roles at St. Rocco’s that staff will adhere to policies and procedures as published on the company drive, requirements detailed in the Staff Handbook and other reasonable management requests.
It is the responsibility of the post holder to be aware of and follow the legislation and guidance regarding Safeguarding Adults and Children as stated in the Hospice Safeguarding Policy. The post holder is responsible for ensuring they complete the appropriate level of safeguarding training according to their role.

GENERAL DATA PROTECTION REGULATIONS, DATA PROTECTION ACT 2018: and any relevant data protection legislation in force at any given time.

All staff must at all times maintain high levels of confidentiality and information security, complying with the relevant legislation such as the Data Protection Act and the Computer Misuse Act.

Where any processing of information takes place (paper records or electronically) you must ensure that the data is of good quality, accurate and relevant for its purpose.
All employees must adhere to our policies on Information Governance which provide guidance on the use and disclosure of information. The Hospice also has a range of policies for the use of computer equipment and computer-generated information, which detail your obligations and include references to current legislation.

HEALTH AND SAFETY

The post holder will ensure that appropriate processes, training and risk assessments are in place to support the health and safety of our volunteers and are regularly reviewed and well communicated to our volunteers and their line managers.
We are dedicated to the health, safety and welfare of all our staff and volunteers.  All employees will be responsible for their own health, safety and welfare, and that of others who may be affected by their actions or omissions, and for identifying and reporting any possible risks or near misses to a responsible manager. All employees will be required to observe appropriate legislation and codes of practice in connection with their role and will be provided with training and support to do so.

As a Line Manager, the postholder will also be required to pro-actively minimise health and safety risks for their team, investigating and resolving any health and safety incidents that occur.

CHANGES TO THIS JOB DESCRIPTION

The purpose of this job description is to outline levels of responsibility and accountability of this post, to ensure that all work undertaken by our staff is identified and lines of accountability are clear.

As roles and responsibilities will change and evolve over time, you have a responsibility to discuss any significant job changes with your line manager at the time the change occurs and agree any permanent substantial change. 

The above can not represent an exhaustive list of duties and responsibilities. The post holder will be expected to undertake additional duties as the requirements of the post change.
PERSON SPECIFICATION

	FACTOR
	ESSENTIAL
	DESIRABLE

	Education and Qualifications
	Educated to A Level or equivalent
	CIPD L3 education or qualification

	Experience


	Experience of leading service development and delivery, preferably in the third sector

Experience of successfully attracting and recruiting staff and of delivering high standards of staff experience and engagement 

Experience of the development of systems to improve staff experience, process efficiency and the capture of data
	Experience of working with or leading volunteers

Experience of event coordination

Experience of building an external network to enhance profile or support innovation

Experience of designing and delivering training

	Skills


	Computer literate with strong skills in MS Office (Word, Excel,  Powerpoint)

The ability to coach and lead in a collaborative and inclusive way, delivering growth and change while maintaining high levels of engagement and motivation

Strong project management skills, with the collaborative working ability to deliver cross-functional projects

Excellent communication skills and the ability to engage different audiences and stakeholders

The ability to manage challenging situations to positive conclusion in a professional and warm way

The ability to analyse and present data to support insight and decision making

Well-developed planning and organisational skills and experience of effective prioritisation and delivery in a busy environment


	The use of AI and other digital tools to enhance processes



	Values and Behaviours
	A passion for and commitment to the work of the third sector

Critical thinking and an appetite to continuously learn and develop


	

	Additional Requirements


	Full driving licence and the use of a car

Flexibility to work some evenings and weekends if required (this is not likely to be more than every couple of months)
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Making Every Day Count
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