
 

 

Job Description:  Volunteer Coordinator  

Title:   Volunteer Coordinator 

Location:   An Cridhe, Arinagour, Isle of Coll 

Reporting to:    Development Manager 

  

Starting salary:  £22,000 pro-rata 

Hours:   10 hours per week 

Holidays:  27 days pro-rata + 3 days between Christmas/New Year 

Contract:  10 month fixed term contract with possibility of extension 

 
Job Purpose: 
To recruit, support and engage with volunteers on the Isle of Coll and to motivate them to get 
involved with the work of Development Coll at An Cridhe and Coll Bunkhouse.  

 

Specific responsibilities: 

 Coordinate the management of volunteers and promote volunteer opportunities and events 

widely 

 Create a database of existing and potential volunteers 

 Carry out at least one volunteer event every 3 months aimed at recruiting new volunteers 

 Organise at least one fundraising event for An Cridhe solely using volunteers 

 Assess the needs and skills of potential and existing volunteers, identifying the role for 

individual volunteers and outlining responsibilities 

 Provide inductions to new volunteers 

 Put in place a system for supporting and supervising volunteers and carrying out supervision 

meetings and providing appropriate recognition of volunteer achievements 

 Identify training needs and opportunities and arrange training 

 Develop a plan for engaging with volunteers beyond the length of the project 

 Support the flow of information between relevant staff, volunteers and committee members 

 Undertake other duties and responsibilities as appropriate 

 



 

 

Person Specification: 

As Volunteer Coordinator, you will play a major role in providing a central point of contact and co-

ordination for the support and engagement of our team of volunteers. You should be self-motivated 

and passionate about community participation. You will be responsible for providing a wide variety 

of people/stakeholders with information on volunteering at An Cridhe and Coll Bunkhouse. You will 

respond to volunteer enquiries and inspire and develop volunteering activity. 

With your strong administration skills, you will have proven experience of setting up and maintaining 

effective administrative systems.  You will have working knowledge of working with databases to 

ensure records are kept up to date and are accurate. You will have a good understanding of the 

voluntary sector and experience of engaging and working effectively with volunteers. You will be 

proactive and organized with good attention to detail with the ability to grasp and resolve issues as 

appropriate. 

Essential  

 Previous experience of working with volunteers and/or coordinating volunteering activity 

 Understanding of volunteering and skills development 

 Ability to manage and prioritise workloads to meet deadlines  

 Sound organisational and administrative skills with high level of accuracy and speed of 

working 

 Good level of IT skills including Microsoft Office 

 Excellent written and verbal communication skills and an ability to communicate effectively 

with a range of people  

 Effective team working and strong interpersonal skills 

 Flexible working, some weekends/out of office hours 

 Commitment to high standards of customer service  

 

Desirable 

 Experience of working with a range of people, ages and backgrounds 

 Data handling and reporting 

 Experience of coordinating events 

 Experience of delivering training for groups 


