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Job Title: Volunteering Advisor
Grade / Role: Professional 3B
Department: Human Resources





JOB DESCRIPTION

	 Job Title:  
	Volunteering Advisor 

	Grade / Role:
	Professional 3B

	Reports to:  
	Volunteering Manager 

	Section:  
	Human Resources

	Department:
	People



	
Job Summary


	The Volunteering Advisor plays a key role in supporting the delivery, development and administration of West Midlands Fire Service's volunteering programmes, helping to create a positive, safe, inclusive and rewarding experience throughout the volunteering journey.
Working closely with the Volunteering Manager, the postholder will support volunteer recruitment, onboarding, training, deployment, engagement, recognition and exit processes, while providing day-to-day support and guidance to volunteers across the organisation. The role is responsible for maintaining accurate volunteer records, monitoring volunteer activity and compliance requirements, and supporting the implementation of volunteering policies, safeguarding arrangements and best practice.
The Volunteering Advisor will engage with volunteers and partner organisations to promote volunteering opportunities, support community engagement activities and gain feedback from volunteers to inform continuous improvement. They will contribute to the effective delivery of volunteer programmes that align with organisational objectives, enhance community outcomes and support the Service's commitment to inclusion and wellbeing. 





	
Responsibilities and Duties


	
The following do not form an exhaustive list:


Volunteer Programme Administration
· Maintain accurate volunteer records and databases, monitoring volunteer activity, engagement and participation across the Service. 
· Analyse and interpret volunteer data and information, requiring sustained attention to detail, to prepare reports, presentations, and recommendations that support service planning, monitoring, and decision-making.
· Support volunteer recruitment, onboarding, induction, deployment and exit processes.
· Manage enquiries and applications.
· Support the selection, screening and appointment of volunteers.
· Facilitate induction, mandatory training and onboarding processes.
· Provide day-to-day support and guidance to volunteers on volunteering processes and procedures, resolving routine enquiries and issues and escalating complex matters where appropriate.
· Act as the first point of contact for volunteers, maintaining regular communication and supporting volunteer engagement, retention and inclusion.
Volunteer Support and Engagement
· Support multiple volunteering functions across the service simultaneously, balancing competing priorities, deadlines, and operational demands, while responding to interruptions and ensuring work is delivered accurately, efficiently and within agreed timescales.
· Highlight development and learning opportunities for volunteers.
· Support volunteer wellbeing, inclusion and recognition initiatives.
· Gain\ feedback from volunteers and contribute to improvements in the volunteer experience.
· Support the planning and delivery of volunteer events, engagement activities and recognition programmes.
· Assist with promotional campaigns to attract new volunteers and raise awareness of volunteering opportunities.
· Attend recruitment events, volunteer fairs, community activities and engagement initiatives as required.

Policy, Safeguarding and Compliance
· Monitor volunteering activity to comply with organisational policies and procedures.
· Support the implementation of safeguarding, health and safety, and equality, diversity and inclusion requirements.
· Identify and escalate volunteer-related risks and concerns and contribute to the completion of risk assessments.
· Contribute to the review and of volunteering policies, procedures and guidance.
Training and Development
· Track and monitor volunteer participation in mandatory and refresher training
· Identify learning needs and facilitate access to appropriate training.
· Highlight training needs and areas for volunteer development


	



	
Special Conditions


	This postholder will be based at Service Headquarters, with the opportunity to work on a hybrid basis, combining office-based and home working in line with service requirements.


The role will require:
· Occasional evening and weekend working to attend events and community activities.
· Occasional Travel across the West Midlands area.




	
Role related knowledge, skills and experience


	Essential:
· Experience of coordinating people, activities, projects or services. 
· Experience of administration or customer-facing processes. 
· Ability to build and maintain positive relationships with a wide range of stakeholders. 
· Excellent communication and interpersonal skills. 
· Experience of maintaining accurate records and handling confidential information in accordance with data protection requirements. 
· Good IT skills, including Microsoft Office applications and database or record-management systems. 
· Understanding of equality, diversity and inclusion and the importance of safeguarding within a people-focused environment. 
· Ability to manage competing priorities and work independently while maintaining attention to detail.


Desirable:
· Experience of coordinating or supporting volunteers. 
· Knowledge of volunteer management principles and best practice. 
· Experience of using volunteer management systems. 
· Experience of working within the voluntary, community, public or emergency services sector. 
· Knowledge of safer recruitment processes relating to volunteers.





	
Qualifications


	Essential:
· Evidence of undertaking relevant training, development or continuing professional development (CPD) relating to volunteering, customer service, community engagement, administration, safeguarding or people support.

Desirable:
· Safeguarding
· Equality, Diversity and Inclusion
· Health and Safety




	
Level of DBS required


	
Enhanced DBS check. 
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