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ST ANDREW’S HOSPICE 
JOB DESCRIPTION 

 
Job title    :  Volunteer Officer - Wellbeing  
Department    :  HR 
Reports to / Line Manager :  Volunteering Co-ordinator  
Pay Range    :  NC4  
 

Purpose of Job 

 
 
The contribution of volunteers to St Andrew’s Hospice is significant. This role plays a 
key part in the ‘volunteering journey’ and function which is responsible for attracting 
volunteers through to on boarding, skills matching, supporting, developing, celebrating  
and nurturing this vital resource in order that St Andrew’s can continue to foster a 
vibrant community of volunteers. 
 
This post holder will work within the HR team developing the well-being, support, social 
cohesion, development and belonging aspects of the volunteer function; developing and 
supporting practices that enable the organisation to support, value and nurture our 
volunteer community. 
 
All volunteering function roles will have a part to play in cross cutting activities of its 
work and the wider HR function within which it sits (such as effective use of the 
volunteer management software, communications planning and, where workloads 
increase around particular activities such as volunteer events, audits etc). These are 
new roles (March 2022) and so additional elements may arise that are commensurate 
with the nature of the role  
 
 

Main responsibilities 

 

 Offering advice and information to volunteers and potential volunteers and external 
organisations through face-to-face, telephone and email contact. 

 Lead on the implementation, development and roll out of the Charity Learning 
Consortium (CLC) portal in regards to our volunteers.  

 Offer advice, guidance and training in regards to supporting volunteers in the use of 
the CLC Portal.  

 To support in designing and delivering relevant training for volunteers and to support 
volunteers to access other appropriate training as required. 

 Ensure that volunteers are able to achieve their aspirations in team work, education, 
training or further volunteering. 

 Ensure that volunteers involved in projects have access to relevant training and 
required policies and procedures to ensure they feel confident and are able to 
develop the skills necessary to carry out their role. 

 Produce promotional and supporting materials when required.  

 Collate and submit required data to ensure St Andrew’s Hospice are able to monitor 
and evaluate the impact of relevant projects. 
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 To ensure volunteers are on-boarded safely with their manager and this is risk 
assessed in line with good practice. 

 Support with the development and implementation of all volunteer risk assessments 
and incident reporting in liaison with Line Managers. 

 Use the incident reporting systems (Vantage) to identify and report risks and 
incidents/accidents if directed. 

 To set up, support and maintain databases as required. Input information and 
perform data entry. 

 To lead the implementation of any additional health and safety or medical 
requirements as established through onboarding before handing over to the 
department lead or manager. Where there are significant considerations to feed 
these into the relevant decision-making process. 

 To ensure that the Equality Diversity and Inclusion aspirations of the Hospice are 
fully embedded in the work of the function. 

 To seek support and external funding where available to support volunteers with 
additional needs.  

 To create, lead and implement a calendar of volunteer events, well-being and social 
activities across the year with wide appeal ensuring there is parity of access and they 
are well communicated. 

 To support the Hoscars or similar celebrations of volunteering annually 

 To make applications for awards and other recognitions of volunteers creating case 
studies that support the function’s work  

 To research and create a low/no cost to the hospice ‘benefits’ package that provides 
additional benefits to volunteers and enables us to “give something back” 

 To build on the organisation’s volunteer recognition approaches implementing as 
required  

 To represent the function at the health and safety committee. 

 To establish the Volunteer Voice mechanism to ensure the work of the function can 
be guided and receive feedback from our community of volunteers.  

 To work with the L&D function to create volunteer development opportunities over 
and above mandatory training leading the use of the Charity Learning platform and 
administer aspects of this process as required.  

 To support volunteers when absent or unable to volunteer due to sickness or other 
situations keeping in touch and maintaining the relationship and connection to the 
hospice; support managers in managing volunteer absence.    

 To devise and implement approaches to volunteers skills mapping to ensure that their 
volunteering is in line with their skills and wishes and the needs of the organisation 

 To liaise with the wider well-being initiatives of the hospice to ensure that volunteers 
are fully represented and included.  

  

Management of People 

 
Direct: none  
Indirect: none  
 

Contacts & Relationships 

 

 Close working relationship with Director of People & Operations and HR Team. 
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 Regular contact with employees, volunteers and managers to ensure optimum 
service levels 

 Regular meetings with departmental staff, on an informal or formal basis. 
 

Resources 
 

Better Impact Portal 
 

Person Specification 

 
Qualifications 
 

Essential 
GCSE or equivalent at grade C or above 
Solid understanding of good office and administrative processes. 
Excellent organisational and logistics skills. 
 

Desirable 
L2 or equivalent in business, HR, administration, or similar  
 

Experience 
 

Learning and development approaches (D)  
Working with well-being activities (D) 
Working with EDI activities (D)  
Working with Human resources matters (D) 
 
Knowledge/Skills 
 

 Excellent communicator and interpersonal skills, both written and oral. (E) 

 Ability to maintain excellent rapport and able to build and sustain effective 

working relationships. (E) 

 Effective Planning skills  (E) 

 Ability to work under pressure, prioritise and meet deadlines and targets (E) 

 Excellent organisation and time management skills (E) 

 A calm and logical approach to problem solving (E) 

 To be receptive to change and to act as a change agent (E) 

 

 Personal Qualities, Aptitudes and Attributes –all are essential . 

 Ability to thrive under pressure whilst remain calm and organised  

 The ability to meet deadlines and manage multiple activities simultaneously.  

 Strong interpersonal skills. 

 Team player who also has the ability to work on their own. 

 Ability to work with staff at all levels. 

 Diplomatic and calm approach. 

 Flexible “can do” attitude. 

 Empathy with the cause. 

 Good interpersonal skills.  
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Other  

 Use of a car for work purposes (E) 
 

 

General 

 

To maintain confidentiality at all times. 
 
Policies and Procedures – The post holder must carry out his/her duties with full regard 
to all relevant Policies and Procedures. The post holder will remain responsible and 
accountable to any professional body and professional code of conduct appropriate to 
the role. 
 
Other Duties – The duties and responsibilities in this job description are not restrictive 
and the post holder may be required to undertake any other duties, which may be required 
from time to time. Any such duties should not however substantially change the general 
character of the post. 
 
Contribution and Development Review – The post holder should proactively assess 
their own development needs and seek out development opportunities, which will enable 
enhanced contribution to meet the objectives of the Hospice Business Plan, always 
following the 'Staff Development and Contribution' process.  
 
Mandatory Training – The post holder must complete and maintain the required level of 
mandatory training required for the role. 
 
Equality and Diversity – The post holder must carry out their duties with full regard to 
the Hospice’s Equality and Diversity Policy. 
 
Health and Safety – The post holder must carry out their duties with full regard to the 
Hospice’s Health and Safety Procedures. 
 
The managerial and clinical philosophy of the Hospice is based upon a multi-
disciplinary approach. Staff regardless of grade or discipline are required to 
participate in this concept. The role of volunteers is integral with the work of St 
Andrew’s and paid staff are required to underpin this in their attitude and actions. 
 
All staff must be sympathetic to and able to project the philosophy and concept of 
hospice care 
 
The Hospice has in place provision for staff support. Staff are expected to exercise 
responsibility in accessing whatever forms of support might be appropriate for 
them to ensure that they are able to offer the professional care for which they are 
employed. 
 
St Andrew’s Hospice is very much a community and all members of staff are 
encouraged to support the various social and fundraising events which are part of 
its day to day life. 
 
 



  

 

Confidential Page 5 of 7 14/04/2022  

An extract from the summary of the Health & Safety at Work Act 1979 stated:- 
 
“Employees at Work: It is the duty of every employee while at work to carry out 
their work in a manner which is safe and free from risk to the health of 
himself/herself and other persons who may be affected by his/her acts or 
omissions. It is an employee’s duty to assist and co-operate with his/her employer 
in complying with any relevant statutory regulations imposed on his/her 
employer”. 
 
This Job Description may change and the duties listed are not exhaustive, but such 
change will only be made following consultation between the (relevant) “Manager” 
and the post holder. A job description review automatically takes place as part of 
the Contribution and Development Process. 
 

 

   Signature           Date 

 

Prepared by       

 

Confirmed by……………………………….   ………………… 
 

Received by……………………………….   ………………… 

 

Name (Print)……………………………….   ………………… 


