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Volunteer Manager (All Part of Life Project) 

Salary: £23,400 

Hours: 37.5 hours per week 

Type of contract: Permanent, full-time. To include occasional weekend and 

evenings 

 
Reach Learning Disability is a dynamic Nottinghamshire charity that provides day services, courses, social activities 
and domiciliary support for people with learning disabilities.  We also undertake best practice projects, working 
with people with learning disabilities and their families to address barriers to inclusion. 
 
We are delighted to have recently secured funding from the National Lottery Community Fund for our five year 
‘All Part of Life’ project aiming to enhance volunteering opportunities and transforming people’s volunteer 
journey with Reach, ensuring volunteering with us is even more attractive, accessible, flexible and enjoyable. 
 
Specific objectives include increasing volunteer numbers and enhancing volunteering experiences for local people 
– including adults with learning disabilities who face considerable barriers to participation in community life. 
 
These are exciting times for Reach with major new projects underway and ambitious plans to reach more people 
with learning disabilities, volunteers and supporters.  
 
The ‘All Part of Life’ project will make a significant contribution to achieving our strategic objectives in the next 5 
years and offers a genuine opportunity to make a difference to the lives of people with learning disabilities in 
Nottinghamshire. 
 
We are looking for a brilliant manager and communicator to engage and involve people who want to volunteer 
for Reach including people with learning disabilities.  You will be a talented leader, able to work with colleagues to 
take volunteering within Reach to the next stage and committed to finding new ways of overcoming problems 
and barriers to inclusion.  

 
We seek an individual with a broad skill set including open communication, proven organisational and excellent 
people management skills, and an outgoing personality, personal warmth, determination, empathy, sensitivity 
and patience. 
 

The post-holder will be based at our Head Office in Southwell but will be expected to spend time every week 
supporting colleagues and volunteers at our other busy sites including our vibrant day centres in Southwell, 
Newark and Mansfield, our innovative cut-flower social enterprise Flower Pod, and our new café in Balderton.     
 
The Volunteer Manager will be expected to develop productive relationships with other local and national 
organisations and to be an ambassador for our work generally.   
 
It is expected that the post-holder will quickly be able to become part of the Reach team and use their empathy 
and emotional intelligence to create and embed a new vision for volunteering across the charity.  
 
 

  

https://flowerpod.org/about/reach-learning-disability/
https://flowerpod.org/get-involved/people-with-learning-disabilities/
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Volunteer Manager - Job Purpose:  

 
The job purpose is to manage the ‘All Part of Life’ project.   
 
Reporting to the Chief Executive, your role will be to inspire existing volunteers, recruit new volunteers, and 
to work with our centre teams and local organisations to open up new volunteering and community involvement 
opportunities for local people including people with learning disabilities.  You will be committed to researching 
best practice in volunteering and working with volunteers and colleagues to embed this across the charity.    

The Volunteer Manager will support the Centre teams to recruit and manage their community and peer 

volunteers, working with them to establish sound supervisory procedures. He or she will have direct responsibility 

for development of new systems, best practice and brokering new relationships with organisations that can help 

achieve project aims and outcomes.   

You will be passionate about maximising volunteering to address the high risk of social isolation, loneliness, social 
exclusion and poor health facing people with learning disabilities in Nottinghamshire.  
 
You will be engaging with hundreds of people from across Nottinghamshire to present our volunteer 
requirements, leading our volunteering induction and recruitment processes, and ensuring safeguarding, records 
and data capture procedures are upheld to the highest standards.  You will work collaboratively with colleagues in 
our four centres and operations including our new social enterprise café to ensure that volunteering 
opportunities and volunteers aspirations are well-matched.  

You will be able to confidently and clearly articulate Reach’s vision and the aims and objectives of the charity so 
that all participants and stakeholders – including existing and prospective volunteers, people with learning 
disabilities, family carers, local authorities and other business and community partners – understand the unique 
role we play. You will also lead on projects through the year including Volunteer Week and working with other 
organisations to broker new opportunities for volunteering in the community.   

You will represent Reach and its values, ethos, and community involvement principles with confidence, skill and a 
belief in and passion for reducing social isolation.   

 
  

Key Responsibilities: 
 
In line with the All Part of Life Project Plan and Reach’s organisational strategy you will work with Reach clients 
(people with learning disabilities), staff and volunteers to enhance the volunteering journey at Reach and 
significantly increase the number of volunteers involved in our work and volunteering hours contributed,  in 
response to needs and aspirations of the people with learning disabilities who use our services.  
 
Specific responsibilities will include:   
 

• Produce detailed year plan and overall 5-year project plan to ensure targets, objectives and outcomes 
are met. 

• Establish and lead the Project Steering Group to include representation from volunteers -including people 
with learning disabilities  

• Along with our Chief Executive, set, monitor and report on key performance indicators and milestones 
and be responsible for gathering and analysis of qualitative and quantitative data to inform all monitoring 
and evaluation processes relating to project.  To include testing approaches to evaluate the longitudinal 
impact of volunteer input.  

• Co-ordinate management of volunteers across Reach either directly or working collaboratively with 
Centre Managers. 

• Design a training programme to address identified training needs relating to volunteering for volunteers, 
Reach staff, trustees, ‘lead’ volunteers and project steering group 
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• Manage and co-ordinate the introduction of a Volunteer Driver Scheme including design and 
implementation of electronic rota system, and recruitment and training of volunteer drivers.  

• Co-ordinate the selection, purchase and maintenance of project vehicle (6 seater custom transit type van) 
to facilitate participation by people with learning disabilities in volunteering and community involvement 
activities. 

• Introduce new processes and channels for communication with volunteers and manage volunteers’ data 
including use of supporter database and lead on compliance with General Data Protection Regulations 
regarding volunteers’ data. 

• Work with Centre Managers and other staff to embed best practice within volunteering including 

adopting more participatory approaches such as peer mentoring.  

• Lead on the improvement of Reach’s Volunteer Management Infrastructure: develop new resources, 
documentation, internal policies and procedures, internal communication systems etc 

• Be responsible for full risk assessment being undertaken and policies/procedures adhered to with regards 
to existing and new activities relating to volunteering. 

• Undertake networking, promotion of project and dissemination of best practice.  

• Help embed the project into Reach’s organisational strategy. To include working with each centre/site to 
design and implement:  
 

o Volunteering Plan for each centre/site, planning activities to increase numbers of volunteers and 
volunteering hours. 

o Community Participation Plan for each centre/site to increase volunteering and community 
involvement opportunities for people with learning disabilities 

o Personal Participation Plans for people with learning disabilities wishing to volunteer.    
 

• Promote the project to people with learning disabilities via client forums, presentations, networks, social 
media, media and participation in public events.  

• Lead on volunteering projects including Volunteer Week programme, thank you activities and piloting of 
volunteer ‘taskforces’. 

• Undertake volunteer recruitment drives to recruit and train more volunteers, working collaboratively with 
other organisations as appropriate.  

• Work with Centre Managers to offer on-going tailored training, induction and supervision packages 

shaped to each individual volunteer and reflecting established best practice; work to help overcome 
barriers to volunteering for those with additional support needs. 

• Disseminate best practice tips and resources for use by other organisations. 

• Be responsible for implementation of Reach policies and procedures with regards to all aspects of 
volunteering undertaken by Reach volunteers including, but not exclusively, safeguarding, health and 
safety, risk assessment and data protection. Ensure that where we are working with third party 
organisations, there are clear lines of responsibility established to ensure health and wellbeing of 
volunteers, staff, clients, general public etc. 

 
 

Key relationships 
 

• Administration staff undertaking support work related to volunteering including Volunteer Driver scheme, 
volunteer inductions, supervision records including DBS checks. Reach Centre Managers and social 
enterprise managers and staff including Lead Tutor, Community Learning Manager and all tutors – 
collaborative working to support positive volunteer journeys and experiences for all and ensure best 
practice is observed and developed; identification of training and support needs for volunteers and 
people with learning disabilities wishing to progress to volunteering 

• Chief Executive – line manager, project reporting including progress towards objectives, outcome and 
impact. 

• Fundraising Director – liaison regarding reports to funder(s) including monitoring and evaluation and 
reporting requirements; communications work.  



RPPR01  Volunteer Manager 10th June 2019 Version 1 
Reach Learning Disability        Registered Charity no 1076318 

• Fundraising & Communications team: communicate about our All Part of Life project internally and 
externally; establish agreed communications schedule and responsibilities; identify opportunities for 
cross-marketing.  

• Finance & Admin Director – liaison regarding financial aspects of project including monitoring of 
income/expenditure, purchasing processes, salary management etc.  

• Business Operations Director – liaison regarding potential for volunteer involvement in social enterprises 
especially participation by people with learning disabilities. 

• Trustees – reporting on progress and promoting understanding of the project and contribution made by 
volunteers including communicating clear metrics and case studies to demonstrate impact. 

• Wider Reach team – explore options for volunteer engagement and participation in all client-facing 
activities; cascade best practice relating to volunteering.  

• Voluntary and Community organisations, faith organisations, schools, colleges, universities etc that could 
be a source of volunteers and/or which offer opportunities for people with learning disabilities to get 
involved in community life on a voluntary basis; local and national volunteering infrastructure 
organisations etc. 

• The National Lottery Community Fund, Nottinghamshire County Council and other funders – reporting on 
project and identifying opportunities for further support, in collaboration with Fundraising Director.  

• The general public.  

• Media.  
 

Personal Attributes:  

• Commitment to achieving extraordinary outcomes that go beyond expectation.    

• Evidence of using empathetic, sensitive and diplomatic approaches in a management context.  

• Warm and personable, someone to trust and respect. 

• Confident all-round communicator, able to communicate effectively in a face-to-face and written context, 
and able to represent Reach to a very diverse range of stakeholders. 

• Able to evidence strong organisational skills to meet deadlines under pressure.  

• Flexible, hands-on approach to solving problems and finding creative solutions. 

• Excited and committed about taking the lead on a project that will contribute to volunteering best 
practice and making a difference to Nottinghamshire communities. 

• Creative, strategic and clear thinker.  

• Committed to collaborative team work able to share skills and ideas and listen to others.   

• Evidence that can take responsibility for own learning, training and development.  

• Reflective and able to assess own performance objectively. 
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Volunteer Manager - Person Specification 

Criteria  Essential  Desirable  

Education & Qualifications   
 
  

Level 2 teaching qualification 
 
Safeguarding and risk assessment 
training 
 
Project management qualification 

Specialist Knowledge / Skills  High standard of literacy and numeracy 
 
Evidence of exceptional organisational and 
logistical skills  
Evidenced ability to understand and interpret 
best practice approaches and put into practice 
 
Ability to inspire others 
 
Evidence of problem-solving skills  
 
Confident driver, able to drive transit type van 
with clean driving licence. 

 

Experience  Experience of managing large teams of people 
with diverse skills, backgrounds and 
experiences  
 
 
Experience of supporting people with learning 
disabilities  
 
Experience of volunteering – ideally in a range 

of contexts 
 

Volunteer management experience 
Project management and financial 

management experience 

Managing projects to achieve social 
change outcomes and impact.  
 
Monitoring and evaluation 
experience 
 
Working with Nottinghamshire 
communities 
 
Experience of leading on 
safeguarding issues.  
Experience of undertaking risk 
assessments and being responsible 
for the health and safety of others 
 
Experience of communicating with 

diverse audiences face-to-face, 

verbally and digitally including social 

media and e-mail 

Experience of delivering training 

Experience of working within strict 

regulatory environment and able to 

support others to ensure compliance. 
 

  
 


