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Volunteer Experience Support
[V0.1 December 2025]
	Job Level
	L2a

	Kornferry Function
	

	Directorate
	ISD
	Function/Service
	Movement - Volunteering Team

	Direct Reports
	None
	Indirect Reports
	None



The Leadership and Management of our people is critical to us as an organisation. 
Our Leadership Framework defines the leadership standards we want to see at the British Red Cross. It shows what great leadership looks like. Our goal is to create a great workplace and deliver excellent services to our users. This framework, along with our Values in Action and Fundamental Principles, helps everyone understand how the leadership capabilities relate to their role and context. 
Diversity is something we celebrate, and we want you to be able to bring your authentic self to the British Red Cross. We want you to feel that you are in an inclusive environment, and a great position to help us spread the power of kindness. You can read more about this here
	Purpose
	This role provides flexible support to enhance the overall volunteer experience and contribute to organisational recognition activities for staff and volunteers. It will assist with tasks related to awards and celebration events, ensuring timely and inclusive recognition of contributions, while supporting initiatives that embed best practice in volunteer management. Through effective administration, data insight, and creative engagement, the postholder will help create a positive, rewarding experience for volunteers and their managers

	Budgetary responsibility/
accountability
	No
	Accountability for other resources
	No

	Key Responsibilities

	Awards, recognition and event support
· Assist with tasks related to awards and recognition programmes, including maintaining records, preparing materials, printing, issuing of certificates
· Support the organisation of celebration events for staff and volunteers, including logistics and administrative tasks
· Help gather and prepare case studies and stories to showcase award recipients and promote recognition activities

Volunteer experience & practice support
· Provide administrative support for initiatives that enhance volunteer experience and embed best practice in volunteer management
· Assist with data collection and reporting to inform continuous improvement and monitor engagement activities
· Support the development of communications and resources for volunteer managers
General
· Respond to enquiries promptly and professionally, signposting where appropriate

The responsibilities described are not a comprehensive list and additional tasks may be assigned from time to time that are in line with the level of the role.


	Knowledge & Skills
*Essential
	· Strong organisational and planning skills, with attention to detail
· Good written and verbal communication skills, able to produce clear and engaging content
· Ability to build positive relationships and work collaboratively across teams
· IT literacy, confident using MS Office and digital tools 
· Understanding of volunteer engagement principles and the importance of recognition
· Practical problem-solving skills 
· Basic design skills to create and edit simple materials such as PowerPoint presentations, posters, and promotional content

	Experience
*Essential
	· Providing administrative or coordination support within a busy team environment (including virtual working)
· Assisting with event planning and delivery, including logistics
· Managing multiple tasks and deadlines effectively
· Working with diverse stakeholders across different teams
· Collecting and handling data for reporting or monitoring purposes
· Applying organisational branding guidelines

	Additional requirements
	· Ensures inclusive practice and promotes equity
· Team player, supporting colleagues when there are deadlines and who knows when to ask for help themselves
· Ability/ willingness to occasionally work outside of normal office hours, which may be several times per month
· Ability/ willingness to travel a few times per quarter and/or use technology to engage stakeholders



	Pre Engagement Checks
Highlight bold as required
	

	DBS- England & Wales
	Adult/ Child/ Adult & Child Workforce/None

	PVG- Scotland
	Adult/ Child/ Adult & Child/ None

	Access NI- Northern Ireland
	Vulnerable Adult/ Child/ Vulnerable Adult & Child/None

	Driver Check
	Yes/No (if intending on driving)
	

	International Roles Only
	

	International Police Check
	Yes/No

	International Driving Licence for manual cars
	Yes/No



	Role Reference
	
	Review Date
	



We guarantee an interview to disabled candidates (as defined in the 2010 Equality Act), who meet the minimum shortlisting criteria in the advertised person specification and apply under the disability confident scheme.
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