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VOLUNTEER COORDINATOR

(VOLUNTEER POSITION)

®

HOURS LOCATION
16 - 20 hours @ Flexible, with travel
per week across The Light Group

(Volunteer) locations as required

TRAINING & SUPPORT

Full training, mentoring

EXPENSES
Reasonable travel and %

and ongoing support
provided

agreed expenses

reimbursed

The Volunteer Coordinator will recruit, support and develop volunteers across The Light Group, ensuring
every volunteer is welcomed, equipped and encouraged to serve effectively. The role is key to building
healthy volunteer teams that enable our outreach, cafés, community groups and Homeless Pastors ministry
to flourish.
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KEY RESPONSIBILITIES

Volunteer Recruitment

* Recruit new volunteers through churches, events
and social media.

* Respond to volunteer enquiries and arrange
introductory meetings.

* Promote volunteering opportunities within
local communities.

Volunteer Onboarding

* Ensure application forms, references and
DBS checks (where required) are completed.

+ Coordinate inductions and welcome
new volunteers.

* Maintain accurate volunteer records using
Microsoft 365 systems.

Training & Development

* Organise volunteer training days.

» Help volunteers identify appropriate roles
and gifts.

* Encourage progression into leadership and the
School of Homeless Pastors where appropriate.

Volunteer Support
* Maintain regular contact with volunteers.

* Encourage, motivate and pastor volunteers
where appropriate.

* Help resolve issues and ensure volunteers
feel valued.
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IT & MICROSOFT 365 REQUIREMENTS

» Strong IT skills are essential.

» Confident using Microsoft 365: Outlook, Word,
Excel, Teams, OneDrive and SharePoint.

» Experience using Microsoft 365 Copilot to improve
productivity, streamline administration, enhance
communications and support reporting.

» Able to learn and adapt to new digital tools
and systems.
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Coordination

» Work alongside area leaders to identify
volunteer needs.

» Support rota planning where required.
« Ensure sufficient volunteer cover for outreaches,
cafés, community groups and events.

» Use Microsoft 365 tools (Outlook, Excel, Teams)
to plan, track and manage volunteer activity
effectively.

Communication

» Send regular volunteer updates and newsletters
using Microsoft 365 (Outlook, Word, Teams).

+ Celebrate volunteer achievements and milestones.
» Encourage a positive culture of teamwork and service.

» Use Microsoft 365 Copilot to create content,
draft communications, analyse feedback
and improve productivity.

Safeguarding & Compliance
» Ensure volunteers understand safeguarding policies.

» Maintain confidentiality and good record keeping
using Microsoft 365.

» Support a safe and welcoming environment
for everyone.

PERSON SPECIFICATION

» Passion for serving people and building teams.
« Excellent communication and organisational skills.
» Friendly, approachable and encouraging.
» Able to work independently and as part of a team.
» Committed Christian who supports the vision

and values of The Light Group.

» Strong IT skills with Microsoft 365 and
Microsoft 365 Copilot experience.

KEY PERFORMANCE INDICATORS (KPIs)
Recruit, onboard and support a growing team
of dedicated volunteers.

» Maintain accurate volunteer records and data.

» Ensure strong volunteer engagement, retention
and satisfaction.

* Provide volunteers with the training, support
and encouragement they need to thrive.
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The Light Group is a registered Charity (No. 1214995) and The Homeless Pastors CIC (No. 15047491).



