
We are 

Hiring!

Our Values
Every Person Matters

We believe that nobody should ever feel lonely, or 
alone, at any time. 

Our Mission
“To empower local people to meet local needs within 

the communities of Lancashire and beyond; 
promoting independence, confidence and 

self esteem”

Job Title: Volunteering and Work Placement Coordinator
£20,243 to £22,784 

This post is part funded by The European Social Fund and the National Lottery Community 
Fund.



About Us

Who we are
Community Solutions is a North West based charity who aim to tackle loneliness 
and social-isolation. We believe that every person matters and no person should 
ever feel alone or lonely.
 
We support people who are going through life changes including bereavement, loss 
of health, loss of jobs etc. and offer a range of befriending and mentoring services 
to help people live healthier, better lives including home visits, social groups, 
telephone and digital befriending, counselling, crisis support and much more.

Our Objectives
• To transform the lives of people in the North West
• To alleviate all age social isolation, loneliness and poverty
• To meet diverse needs with an individual response and to empower those on  

the margins of society
• To provide meaningful personal development opportunities through  

volunteering
• To be known as an organisation that goes the extra mile

Our Staff Values
• Go the Extra Mile
• Embrace Change
• Be Solutions Focused
• Be Positive
• Value Team
• Agree and Commit
• Take Ownership



Overview
The successful candidate will work as a Volunteering and Work Placement 
Coordinator, recruiting and supporting volunteers and BBO Project participants to 
develop their skills, to feel engaged and supported and to be aware of all available 
opportunities relating to volunteering and employment.
You will work across all departments, therefore good communication skills and 
excellent customer service will be essential for this role.

Main Duties
• Working in partnership with the marketing department you will develop and 

implement successful volunteer recruitment campaigns, to bring new volunteers 
into the organisation

• To hold a caseload of BBO participants at risk of exclusion from the labour market, 
providing support to identify, reduce and/or remove barriers to engagement and 
employment

• Work closely with the Delivery Team to identify and develop roles for volunteers 
most needed and gaps in provision

• Be the first point of contact for volunteers, helping to promote Community 
Solutions and the volunteer opportunities available 

• Deal promptly and professionally with all volunteering and BBO Project enquiries to 
maximise recruitment and create a positive impression for new recruits

• Carrying out an effective selection process to recruit enthusiastic volunteers and 
BBO project participants, including assessments, administration and DBS checks 
with the support of the Administrator

• Planning and delivery of the volunteer induction training and ongoing training in 
line with any current policies, procedures and legislation, both in person and online

• To plan and deliver engagement activities e.g.workshops, recruitment events, meet 
and greets, information sessions etc for current and potential new volunteers and 
participants

• Attend events to promote volunteering and BBO Project opportunities. This may 
include some evening or weekend work

• To encourage, support and enable people to access learning, training and personal 
development opportunities and ensure they are recognised for their contributions 
and achievements

The Role



Main Duties (continued)
• 
• To ensure accurate and timely updating of the BBO project management and 

monitoring system, Views, and associated BBO forms and files
• To ensure accurate and timely updating of Community Solutions’ project 

management system, Zoho, and associated forms and files
• To produce reports, case studies, outcomes and achievement data and 

statistics, and progress updates for reporting to funders, the management 
team and the trustees, and for promoting the service.

• Maintain an up-to-date knowledge and understanding of activities taking place 
within the organisation, in order that accurate information can be provided to 
BBO participants and volunteers

The Role

General Duties
•Adopt a high standard of customer care
•Adopt and promote a pro-active, flexible approach to service delivery
•Operate in accordance with Community Solutions North West policies and 
procedures relating to Data Protection, Health and Safety, Equal Opportunities and 
Customer Care
•Maintain confidentiality at all times
•Willing to undertake any other duties consummate with the grading of the post
•Willing to work outside normal office hours as required

Salary
• £20,243 to £22,784 Full Time 
• 37.5 hours per week

Base
Elmfield Hall, Gatty Park, Hyndburn Road, Accrington, BB5 4AA



About You
Selection Criteria Essential or 

Desirable
Means of 
Assessment

Qualifications and Experience
Relevant experience or knowledge of volunteer recruitment, 
screening and assessments

E A/C

Experience of working within a training, mentoring or teaching 
role including online training

E A/I

Experience of working in an employability role or supporting 
people into employment

D A/I

Relevant experience of volunteer induction, ongoing training and 
engagement 

D A/C

Personal experience of Volunteering D A/C

English Qualification in Level 2 or Higher E A/C

Level 3 Qualification in related subject E A/C

Skills and Knowledge
Have a passion for volunteering and how it can help people E A/I

Knowledge of current volunteering best practice E A/I

Knowledge of current safeguarding legislation E A/I

Be computer literate E A/I

Good knowledge and understanding of motivating volunteers 
and meeting pastoral needs

D A/I/T

Ability to embrace change and be adaptable E A/I/T

Excellent communication skills E A/I/T

Non-judgemental, empathetic and approachable E A/I



About You

Selection Criteria Essential or 
Desirable

Means of 
Assessment

Other Requirements
Ability to work outside normal office hours as required E A/I
Willing to undertake any other duties consummate with the 
grading of the post

E A/I

Honest and trustworthy E A/I
Reliable and flexible E A/I
Conscientious E A/I
Possess cultural awareness and sensitivity E A/I
Confidential and discreet E A/I
Able to work autonomously and as part of a team E A/I
Solution focused E A/I
Willing to use own car for business use E A/I

Method of Assessment   Application    Interview    Presentation    Certificate    Task 

Footnote 
This Job Description summarises the major responsibilities of the post.  It is not intended to 
be an exhaustive list of tasks and activities, nor future changes to the post holder’s 
responsibilities. It will be subject to review and update from time to time 
 
Equality Act (2010) 
If you are a disabled applicant or an employee who has become disabled and this will affect 
your ability to do any of the above duties the organisation will consider making some 
changes it thinks are reasonable. Examples of changes may include providing equipment, 
making alterations to the workplace or changing some parts of the Job Description.



How to Apply
For full details of the job role and how to apply, please see our website – 
www.csnw.co.uk or for  further information email info@csnw.co.uk or telephone 
Mary Shaw on 01254 460080. 

Applications to be returned to info@csnw.co.uk or by post to:
Mary Shaw – Community Solutions North West, Elmfield Hall, Gatty Park, 
Hyndburn Road, Accrington, Lancashire, BB5 4AA

Why Should You Apply
Are you looking for a rewarding career, within a value based organisation? 
We work hard to help the people of East Lancashire and provide a supportive, 
progressive and friendly workplace where you can leave each day knowing you 
have made a difference to others.  
If this sounds like what you are looking for, apply today!

Closing Date
• Application closing 

date: Wednesday 22nd 
September

• Interviews to take 
place: Wednesday 29th 
September

Next Steps

• @CommunitySNW


