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JOB DESCRIPTION
	TITLE: 
	Volunteer Coordinator –               Information & Advice Outreach service

	LOCATION: 
	Remote – Various locations countywide

	RESPONSIBLE TO: 
	Information & Advice Manager

	RESPONSIBLE FOR: 
	AREAS: 
Information and Advice Outreach

	 
	LINE MANAGEMENT: 
Information and Advice Volunteers


 
PURPOSE OF POST
The Volunteer Coordinator will support the charity’s Information and Advice service by assisting in the recruitment, training, mentoring and supervising a team of volunteers to support older people across East Sussex with completion of online and paper based application forms, including welfare benefits, in line with appropriate legislation and best practice. The role will develop a regular calendar of manned drop in events, offering face to face appointments across the county, playing a key part in the charity’s work to combat digital exclusion and reduce isolation.

DUTIES AND RESPONSIBILITIES

1. Review new potential volunteer applications through the charity’s dedicated platform, welcoming and inducting successful candidates. 
2. Design and deliver training sessions for volunteers on evidence gathering, completion of welfare benefit application and signposting, maintaining guidance notes to support volunteers in the field.
3. Maintain up to date knowledge of welfare benefit application processes through relevant training as requested by the I&A Manager, preparing updates for volunteers as necessary.
4. Provide regular supervision, mentoring and feedback to volunteers, acting as a point of escalation for queries and support, ensuring applications are accurate and to the required standards.
5. Support volunteers understand their role boundaries, confidentiality, safeguarding and GDPR requirements, and refer cases for escalation as appropriate.
6. Coordinate volunteer rotas and appointment scheduling across community venues and events.
7. Contribute to monitoring outcomes, service impact and funder reporting.

QUALITY PROCESSES

1. Ensure applications completed by volunteers are accurate and completed to the necessary standard consistently.
2. Support the charity’s quality assurance processes and record keeping requirements.
3. Promote safeguarding, confidentiality and data protection best practice.
4. Act as an Ambassador for AUKES, positively promoting the charity and its services.

	
	Person Specification
	
	

	EXPERIENCE
	CRITERIA
	Essential
	Desirable

	 
	Knowledge and practical experience of UK welfare benefit application processes.
	✓
	

	 
	Experience supporting others with benefit claims applications.
	✓
	

	 
	Experience training, mentoring or supervising others (paid or voluntary).
	✓
	

	 
	Understanding of confidentiality, safeguarding and professional boundaries.
	✓
	

	 
	Experience of volunteering or working in the charity or advice sector.
	
	✓

	 
	Knowledge of issues affecting older people.
	
	✓

	 
	Experiencing developing training materials or delivering group training.
	
	✓

	 
	Experience coordinating a team remotely.
	
	✓



	SKILLS & ABILITIES
	CRITERIA
	Essential
	Desirable

	 
	Good planning and organisational skills.
	✓
	

	 
	Strong communication and interpersonal skills.
	✓
	

	 
	Competent IT skills using Office 365 programmes.
	✓
	

	 
	Experience using CRM systems, ideally Charity Log.
	
	✓






	PERSONAL ATTRIBUTES
	CRITERIA
	Essential
	Desirable

	 
	Commitment to the values and aims of Age UK East Sussex and improving the outcomes for older people.
	✓
	 

	 
	Customer focused with a passion for delivering a welcoming, inclusive and high-quality service.
	✓
	 

	 
	Professional, approachable and resilient, able to manage competing demands.
	✓
	 

	 
	Patient, supportive and encouraging with a non-judgemental approach.
	✓
	 

	 
	High level of integrity with a strong commitment to equality, diversity and inclusion.
	✓
	 

	 
	Educated to GCSE standard or equivalent professional experience.
	✓
	 

	 
	Ability to travel regularly across East Sussex and between multiple sites.
	✓
	 

	 
	Willingness to work flexibly, including occasional evenings or weekends to support events.
	
	 ✓




I confirm that I have received and read the above Job Description and Person Specification. 
As an employee of the Charity, I understand the duties and responsibilities assigned to me. Furthermore, I understand that these are intended as guidelines and may change over time, as necessary. From time to time, I understand I may be asked to perform duties and undertake responsibilities that are not specifically set out in my job description but are suitable for my role and level. 
I confirm that I have received and read the above job description and person specification. 
Employee Name............................................................................................................  
Signature....................................................................................................................... 
Date............................................................................................................................... 
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