
 

 

 

 

JOB DESCRIPTION 
 

Job Title:      Volunteer Lead 
 
Responsible to:     Director of Patient Support Services  
 
Base:  Flexible, home or office based with a requirement to 

visit the Alton office for meetings, with UK travel as 
required 

                                                                  
Hours: 37.5 hours per week, occasional evenings and / or 

weekend work will be required during the job 
             
Salary:      c. £30,000 - £35,000 FTE (subject to experience)  
 
Contract:      Permanent  
 

 
Background 
 
Kidney Care UK’s volunteer programme is in the very early stages of development and will be central to 
delivering our services and support to people living with or affected by kidney disease. Our model of service 
delivery and support will be unique, building teams that blend skills, experience, lived experience and 
expertise, comprised of full and part-time staff and volunteers. As such, volunteers play roles that will cross 
all departments and operations, ranging from counselling and therapies, advocacy to fundraising, 
communication to digital, advisory roles and trustees.  
 
Aims of the post: 

 

To ensure that Kidney Care UK recruits, retains, and develops the support of volunteers across all the 

organisation’s activities and develops pilot service opportunities working in partnership with department  

leads. This will enable the organisation to deliver its vital services and improve the lives of people who  

have kidney disease. 

 
Objectives of the post:  
 
1. To lead, develop and deliver Kidney Care UK’s volunteer programme and manage all day-to-day 

aspects of its work. 
2. To ensure that proper systems and processes are in place so that volunteers are recruited and 

inducted in a manner that is appropriate to Kidney Care UK, and that adhere to its policies and 
procedures. For example, DBS checks. 



 

 

 

 

3. Ensure that Kidney Care UK volunteers are supported throughout their period of volunteering and 
that they receive high standards of service and guidance from Kidney Care UK employees and other 
volunteers. 

4. To ensure that there are suitable mechanisms for Kidney Care UK and the volunteer to maintain a 
dialogue. 

5. Audit Kidney Care UK’s existing volunteer activities and develop an effective strategy that will attract 
new volunteers to meet the charity’s growing need, particularly strategies to recruit and support 
volunteers from all communities. 

6. In partnership with service leads explore opportunities to build partnerships and secure funding to 
support a UK wide volunteer network.  

7. Maintain an overview of wider developments with regards to the UK volunteering landscape and be 
the point of contact and public face of Kidney Care UK’s volunteering programme. 

8. To work with the fundraising and partnerships team to establish income streams to fund volunteer 
initiatives, projects, programmes and activities to ensure sustainability.  

9. Lead the organisation to achieve Investing in Volunteers accreditation in 2022. 
 
Key duties and Responsibilities: 

 
Programme Management  
 
1. To take the lead role of Kidney Care UK’s volunteer programme. 
2. Develop effective systems and processes for managing the day to day and longer-term activities and 

development of Kidney Care UK’s volunteers. 
3. Ensure that systems are in place to ensure that each volunteer is supported and that they are placed 

in an appropriate part of Kidney Care UK that makes use of their skills and interests. 
4. Work with the service or department leads to pilot new volunteer initiatives. 
5. Work with the service or department leads to develop training plans for volunteers.  
6. Be aware of access requirements and ensure that these are always respected and catered for.  
7. Ensure that appropriate resources are available for each volunteer to effectively complete their work. 
8. Develop and maintain a high standard of professional practice and service. 
9. Ensure that volunteers confirm to Health and Safety policy and best practice standards. 
10. Act as an advocate for volunteers as appropriate.  
11. Ensure volunteers can express their feedback, feelings and opinions through a varied programme of 

activities and mechanisms. 
12. Ensure that volunteers are aware of and adhere to all necessary Kidney Care UK’s policies and 

procedures. 
 
Strategy Development 
 
1. With the support of the Volunteer Working Group audit Kidney Care UK’s existing volunteering 

approach and develop an effective strategy that will attract new volunteers to meet the charity’s 
growing need. 

2. Work with the Fundraising and Partnerships team to develop a unified and high-quality service for 
UK businesses as a part of their team plans. 



 

 

 

 

3. Working with Marketing and Communications drive the volunteering programme effectively and 
ensure that volunteering has the resources it needs to promote its work. 

 
Staff & Volunteers 
 
1. Liaise with all teams in the planning and implementation of the volunteering programme. 
2. Convene Volunteer Working Group meetings on a regular basis as required to support the work and 

development of volunteers 
 
Administration 
 
1. Share with all other staff responsibility for providing volunteer support and administration where 

necessary. 
2. Take lead responsibility for ensuring any relevant core fundraising supplies are maintained. 
3. Produce monthly verbal and quarterly written reports and results against targets. 

 
Finance 
 
1. Liaise with the finance lead on any financial matters.  
2. Maintain financial records of expenditure. 
3. Administer petty cash as appropriate, following Kidney Care UK’s procedures. 
 
External Profile / Consultation / Liaison 
 
1. Attend meetings on behalf of the organisation as required. 
2. Liaise with external agencies and be the public face of Kidney Care UK’s volunteering programme. 
3. Network with key stakeholders and maintain an overview of wider sectoral developments with 

regards to the UK volunteering landscape to inform Kidney Care UK’s approach to working with 
volunteers. 

 
Monitoring  
 
1. Process and collate statistical information relating to volunteers and report as required. 
2. Provide a structured system of record keeping to assess/record individual development. 
3. Monitor and evaluate the programme regularly and feedback all findings to line management. 
 
Miscellaneous 
 
1. Attend staff meetings. 
2. Participate in training as appropriate. 
3. Operate and conduct oneself in line with the organisational policies including safeguarding and 

health and safety. 
4. Other duties which, within the confines of the purpose of the job, may be required, from time to 

time. 
 



 

 

 

 

PERSON SPECIFICATION  
 

  
CRITERIA 

ESSENTIAL 
OR 

DESIRABLE 

 KNOWLEDGE  

1.  Knowledge of legal and policy issues relating to volunteering  E 

2.  Knowledge of current best practice in volunteer management E 

3.  An understanding of the needs of people with long-term health conditions  D 

 SKILLS & ABILITIES  

4.  Planning and organisational skills, including ability to plan, prioritise and deliver a 
complex workload 

E 

5.  Ability to communicate effectively, both in writing and verbally, with people at all 
levels 

E 

6.  Ability to engage and influence colleagues E 

7.  Ability to produce attractive and accessible marketing and publicity materials E 

8.  Strong presentation skills, sufficient to deliver training to staff and volunteers E 

9.  Ability to work alone and as part of a team  E 

10.  Skills to be self-servicing to a significant extent, including use of ICT E 

 EXPERIENCE  

11.  Implementing management systems and processes E 

12.  Experience of developing and delivering volunteer led services. D 

13.  Recruitment using a values-based approach and direct supervision of volunteers  E 

14.  Delivery of training workshops/presentations D 

15.  Use of social media and online platforms to promote volunteering D 

16.  Experience of developing relationships with partner organisations D 

17.  Using client management or in-house databases for recording and collating data D 

18.  MS Office applications particularly Word and Excel E 

19.  Experience of using email and the internet E 

 EQUAL OPPORTUNITIES  

20.  Commitment to incorporating Equal Opportunities principles into all aspects of work. E 

 ADDITIONAL  

21.  Must occasionally be able to work outside of usual working hours. D 

 
‘We are committed to safeguarding and promoting the welfare of children, young people and adults at risk 

and expect all staff and volunteers to actively support this commitment.’ 
 
 
 

                                    


