
JOB DESCRIPTION 
 

JOB TITLE:         Volunteering Operations Coordinator  
 
REPORTS TO:    Director of Development & Fundraising 
LINE MANAGEMENT 
RESPONSIBILITIES:   Director of Development and Fundraising 
LOCATION: Negotiable; the offices of Church Urban Fund 

(currently Church House, Great Smith Street, 
LONDON SW1P 3AZ) 

HOURS:    21 hours/week 
SALARY: £16,800 p.a. (£28K FTE) plus pension 

contribution 
 
 
PURPOSE OF THE POST 
The Church Urban Fund sees a time when every church in every community will be 
engaged in tackling poverty in England by giving time and money and through 
action and prayer. Key to this is nurturing a culture of volunteering and 
participation. 
 
The Volunteering Operations Coordinator will help to realise this vision locally, 
working with Joint Ventures, Anglican Dioceses & other church organisations 
across England working specifically with Joint Ventures in Newcastle, Birmingham 
and Truro to: 

• Promote volunteering – Create awareness and understanding about the key 
role congregations have in tackling poverty together and the need to act 
together – both rich and poor – through volunteering.  

• Help equip Joint Ventures with tools and tactics – enabling people in poorer 
churches to volunteer 

• Manage the website – promoting the ‘Do-it’ pages of Church Urban Fund 
website, ensuring the effective use of this key resource 

• Work with Joint Ventures (JV’s) to build networks of volunteers – growing 
the contribution of churches and support for volunteers working to tackle 
poverty. 

 
SUMMARY 
The Volunteer Operations Coordinator will work as part of the Development & 
Funding team, promoting volunteering via the CUF Do-it website and the 
emerging network of Joint Ventures, extending the capacity of clergy, church 
leaders, youth and community workers to identify volunteering opportunities and 
recruit and retain effective volunteers.  
 
PRINCIPAL DUTIES 
 
VOLUNTEER DEVELOPMENT 

• To work with JV’s and churches to devise, develop and help implement 
plans to identify, recruit, induct, train and support volunteers in poor 
communities to meet locally defined objectives.  

• To work with JV’s and churches to market volunteer roles and recruit 
volunteers into clearly defined roles related to tackling poverty together.  

• Promote working partnerships between JV’s and voluntary organisations, 
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volunteer recruitment centres, websites and charities to promote CUF’s 
volunteer opportunities and recruit new volunteers.  

• To work with JV’s to help co-ordinate the recruitment of volunteers, 
establishing procedures, which include meeting with potential volunteers, 
assisting with volunteer application, CRB applications, and referees. 

TRAINING AND SUPPORT 
• Contribute Work with JV’s to develop volunteers training programmes for 

use across England. 
• Assess training needs of volunteers and help JV’s source further external 

training ensuring local volunteers have the knowledge, equipment, 
information and ongoing support needed to be effective in their roles.  

• Work with Church Urban Fund England and JV’s to publicise the Do-it 
volunteer recruitment website for the provision of volunteers. 

• Work with JV’s to organise events or means by which volunteers are 
rewarded for their contributions to their churches / organization, feeling 
valued locally and as part of the national network. 

DEVELOP KEY RELATIONSHIPS  
• Contribute To develop and maintain strong working relationships with all 

Church Urban Fund Joint Ventures, ensuring effective communication, 
team-work & mutual knowledge to enhance volunteering in JV’s and 
churches they support.  

• Promoting the ‘Do-it’ pages of Church Urban Fund website, ensuring the 
effective use of this key resource 

• With Church Urban Fund communications and JV’s work to produce 
appropriate marketing material to promote volunteering and the Do-it web 
resource. 

ADMINISTRATION, MONITORING AND EVALUATION 
• Maintain Church Urban Fund Do-it web pages, ensuring up to date 

volunteer contact with volunteer opportunities.  
• Monitor use of the Church Urban Fund Do-it website via V-base Recruiter.  
• Work with JV’s and churches to monitor and evaluate volunteer satisfaction 

and activity and use this information to improve the relationship between 
Church Urban Fund, JV’s and volunteers ensuring good volunteer retention.  

• Undertake all administrative work related to the Church Urban Fund Do-it 
Volunteer programme.  

• Work with JV’s and Church Urban Fund England Fundraising team to 
identify funding opportunities to develop work 

• Work with JV’s to achieve agreed objectives around volunteer recruitment 
and retention.  

• Be available to provide training and supervision  
• Keep up-to-date with policies, funding initiatives and general 

developments in volunteering in England.  
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GENERAL 

• Contribute relevant information, insights, and expertise to the 
Development Team and the wider organisation, and take an active role in 
the development of the organisation’s life and effective functioning. 

• Perform any reasonable duties commensurate with this post, to ensure the 
success of CUF. 

• Provide information and advice to the Fundraising and Marketing team to 
assist them in the effective delivery of CUF’s churches fundraising strategy 

• Represent CUF on voluntary sector forums relating to volunteering 
• Contribute relevant information, insights, and expertise to the 

Development and Funding team and the wider organisation, and take an 
active role in the development of the organisation’s life and effective 
functioning.  

 
JOB SPECIFICATION 
We are looking for someone who is:  

• An entrepreneur  
• Experienced in volunteer recruitment and management  
• Experienced in developing and leading training courses 
• Experienced in volunteer project fundraising 
• A team player 
• An effective manager 
• Extensive experience of grassroots church related community work – able 

to communicate and emphathise with experienced clergy, church leaders, 
community and youth workers  

• Confident, capable of working with Bishops, Archdeacons, clergy and 
church leaders as well community and youth workers in church related 
projects  

• Knowledgeable and experienced of the Church of England   
• Experience of a breadth of churchmanship across Christian traditions 

 
 


