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Trafford,
Salford & Wigan



Home-Start Trafford Salford & Wigan, (HSTSW), is committed to safer recruitment practice as an important 
part of safeguarding and protecting children and vulnerable adults


Person Specification – Volunteer Administrator
Essential and desirable education & training, experience, knowledge and understanding, skills and abilities for the post of HSTSW Volunteer Administrator.  
This form also indicates how the different requirements may be assessed during the selection process:   
A = Application Form, I = Interview, E = Exercise. 
HSTSW’s values—PRIDE (Professional, Resilient, Inclusive, Dedicated, Empowering)—will be integral to the selection process.

 
	Essential requirements for this post

Methods of assessment: A = Application; I = Interview; E = Exercise
	Method of assessment 

	
	A
	I
	E

	Education and training
	
	
	

	GCSE or equivalent Maths and English
	X
	
	

	Business administration or office skills certificates
	X
	
	

	
	
	
	

	Experience
	
	
	

	Experience in an administrative or coordination role
	X
	X
	

	Experience handling enquiries and communicating with a wide range of people
	X
	X
	

	Experience maintaining accurate records and data systems
	X
	
	

	Experience managing confidential or sensitive information appropriately
	X
	
	

	Has applied equal opportunities and anti-discrimination practice in work or volunteering
	X
	X
	

	Experience as a volunteer or working with volunteers
	X
	
	

	
	
	
	

	Knowledge and understanding
	
	
	

	Strong organisational and administrative skills
	X
	
	

	Excellent written and verbal communication skills
	X
	
	

	Ability to manage multiple processes and deadlines
	X
	X
	

	Attention to detail, particularly with records and compliance
	X
	
	

	Understanding of confidentiality, data protection, and professional boundaries
	
	X
	

	Knowledge of HSTSW and ability to communicate its values/achievements
	X
	
	

	
	
	
	

	Skills and abilities
	
	
	

	Friendly, professional, and approachable manner
	X
	
	

	Reliable and methodical, with a high level of accuracy
	X
	
	

	Proactive and able to work independently
	X
	
	

	Comfortable liaising with volunteers, staff, and trustees
	X
	
	

	Strong sense of responsibility and accountability
	X
	X
	

	Ability to work sensitively with volunteers from a range of backgrounds
	X
	
	

	Confident with IT (CRM- bespoke Dynamics)
	X
	X
	

	
	
	
	

	Other requirements
	
	
	

	Commitment to equal opportunities and anti-discrimination practice
	X
	X
	

	Eligible to work in the UK
	X
	
	

	Commitment to flexible working, including occasional evenings and weekends 
	X
	
	

	Willingness to support events or training sessions
	
	X
	

	Car driver with access to vehicle for work
	X
	
	

	Desirable

	Educated to degree level
	X
	
	

	Interest in volunteer engagement and inclusion
	X
	
	

	Flexible and adaptable approach to work
	
	X
	

	Experience coordinating recruitment or onboarding processes
	X
	
	

	Experience supporting compliance, safeguarding, or Quality Assurance audit requirements
	X
	
	


PAGE  
PS for Volunteer Administrator/ April 2026

