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Volunteer Administrator Job Description 
			     
Job Title: Volunteer Administrator
Employer: Home-Start Trafford, Salford & Wigan (HSTSW)
Hours of work	: 37 hours per week 
Salary: £25,877.80
Reporting to: Operations Manager

Main work contacts
Family Support Coordinators; Operations Manager/CEO; Infant Feeding Peer Support Team; Volunteers

Main purposes of the job
The Volunteer Administrator works closely with Family Support Coordinators across Trafford, Salford and Wigan, and with the Infant Feeding Peer Support Team in Salford, to provide coordinated and consistent support across the volunteer journey. The role supports teams by actively helping to find and recruit suitable volunteers, coordinating volunteer recruitment and awareness‑raising activity, and ensuring robust safe recruitment processes are followed.

As the main point of contact for home‑visiting volunteers, the postholder oversees the journey from initial enquiry through to exit, ensuring volunteers feel supported, informed, and connected. This includes managing onboarding, tracking volunteer status, maintaining engagement, and supporting ongoing development and retention. Working within safeguarding, Quality Assurance, GDPR, and compliance requirements, the role also contributes to continuous improvement by introducing creative approaches and new ideas to strengthen volunteer involvement and support delivery.

Key areas and main tasks of the job

1. Volunteer Recruitment & Enquiries
· Help find suitable volunteers/coordinate volunteer recruitment activities/create awareness of volunteer opportunities 
· Manage the home-visiting volunteer recruitment incentive (ie if existing volunteers or staff find new volunteers, they receive a thank you gift voucher when the volunteer’s training is complete/matched with a family to support)
· Act as the first point of contact for volunteer enquiries
· Arrange and book volunteer interviews with Coordinators


2. Home-visiting Volunteer Onboarding & Preparation Training
· Ensure safe recruitment processes are followed, such as obtaining and verifying references and DBS checks
· Support home-visiting volunteers through the mandatory preparation hybrid training programme, (e learning modules combined with two days of face-to-face training), lead the logistics for the in-person sessions. This includes sourcing and booking suitable venues, organising catering/refreshments, completing health and safety risk assessments, and coordinating VIP attendance for end of course certificate presentation

3. Volunteer Records, Compliance & Safeguarding
· Maintain accurate and up‑to‑date volunteer records, including: 
· Signed Codes of Conduct
· DBS checks and Update Service status
· Safeguarding training and refresher records
· References and reference verification
· Training completion records
· Ensure all volunteer information is accurately recorded and maintained on Dynamics (case management system)
· Track volunteer status and changes across the volunteer lifecycle
· Ensure volunteers complete required safeguarding refresher training
· Monitor renewal dates (e.g. DBS checks and training updates) and follow up as required
· Ensure all volunteer documentation meets safeguarding, GDPR, Quality Assurance audits, and organisational compliance requirements/processes


5. Volunteer Engagement & Communication
· Maintain positive and professional communication with volunteers
· Support volunteer engagement activities, events, and additional training opportunities
· Assist with volunteer communications and updates
· Support with volunteer birthday cards and recognition activities
· Act as the main contact for all home-visiting volunteers


6. Monitoring & Reporting
· Produce monitoring information and reports on volunteer numbers, status, recruitment progress, and training
· Maintain oversight of volunteer data to support planning and reporting needs


7. Other Duties
· Undertake other reasonable administrative tasks in line with the role
· Support the wider team as required during busy periods

The post holder will be required to undertake any other duties that fall within the nature of the role and responsibilities of the post as detailed above. 

The post holder will be set objectives which will be managed and assessed regularly by their line manager.  

Any substantial or major changes will be negotiated between the Board of Trustees (Employer), CEO, Operations Manager and the Volunteer Administrator (employee).

This job description is current in April 2026

Employee signature:

CEO/Operations Manager signature:

Date:
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