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Volunteer Recruitment & Engagement Coordinator
Home-Start Central Lancashire (HSCL)
Location: 112A Market Street, Chorley, PR7 2SL
Hours: 16 hours per week
Salary: £24,790 FTE + 8% employer pension contribution
Reports to: Family Support Manager
DBS: Enhanced DBS required
About Us
Home-Start Central Lancashire supports families across Chorley, South Ribble, West Lancashire and Preston through early intervention, volunteer-led family support, and trauma-informed practice.
Volunteers are central to our model. They provide practical and emotional support to families experiencing isolation, adversity, and complex challenges. Recruiting, developing and retaining high-quality volunteers is essential to delivering our mission.
Job Purpose
To lead the recruitment, training, development and engagement of volunteers across HSCL, ensuring they are confident, supported, competent and connected to the organisation’s values and strategic vision.
The postholder will build and nurture a vibrant volunteer community, strengthen retention, and ensure volunteers are well-prepared to support families safely and effectively.
Key Responsibilities
1. Volunteer Recruitment
· Develop and implement effective recruitment strategies to attract volunteers from diverse communities.
· Build partnerships with local organisations, community groups, colleges and businesses to promote volunteering opportunities.
· Represent HSCL at promotional and networking events.
· Manage safer volunteer recruitment processes including applications, interviews, references and DBS checks in line with safeguarding policy.
· Maintain accurate recruitment records using organisational systems.
2. Volunteer Training & Development
· Plan, organise and deliver engaging volunteer preparation training programmes.
· Adapt training to meet different learning styles, literacy levels and needs.
· Identify ongoing development and support needs of volunteers.
· Organise refresher training and thematic workshops as required.
· Monitor mandatory training compliance and regulatory requirements.
· Evaluate training effectiveness and report on outcomes to senior leadership.
3. Volunteer Engagement & Retention
· Create and facilitate peer support opportunities (e.g., volunteer coffee mornings, reflection sessions, group check-ins).
· Proactively support volunteer wellbeing, confidence and motivation.
· Develop volunteer recognition and appreciation initiatives.
· Gather volunteer feedback and contribute to service improvement.
· Work closely with the Family Support Manager to address volunteer-related concerns promptly and appropriately.
4. Systems, Reporting & Compliance
· Maintain accurate volunteer records using HSCL recording systems and databases.
· Produce reports on recruitment, retention, training and engagement metrics.
· Ensure compliance with safeguarding, data protection, health and safety, and risk management procedures.
· Work within agreed budgets for recruitment and training activities.
5. Partnership & Organisational Contribution
· Develop positive relationships with external agencies and voluntary sector partners.
· Support the promotion of volunteering through social media and community engagement activities.
· Attend team meetings, supervision and training as required.
· Undertake reasonable additional duties appropriate to the role.






Person Specification
Essential
Experience & Skills
· Experience recruiting, supporting or coordinating volunteers or staff.
· Experience delivering training or facilitating group sessions.
· Excellent interpersonal and communication skills.
· Strong organisational skills and ability to prioritise workload.
· Ability to build trust, rapport and motivate others.
· Confident in using Microsoft Office (Word, Excel, Outlook, PowerPoint).
· Experience using electronic recording systems and maintaining accurate records.
· Understanding of safeguarding principles and confidentiality.
Personal Qualities
· Warm, approachable and enthusiastic.
· Proactive and self-motivated.
· Values-led and committed to trauma-informed, strength-based practice.
· Flexible and solution-focused.
Other Requirements
· Full UK driving licence.
· Access to and ability to use own vehicle for work purposes.
· Willingness to travel across Lancashire.
· Willingness to work occasional evenings or weekends.
Desirable
· Experience within family support, early intervention or voluntary sector settings.
· Knowledge of local community networks across Lancashire.
· Experience organising group activities or community events.
· Understanding of volunteer retention strategies.





Work Context
You will be based at our head office in the centre of Chorley and be part of a passionate and supportive team. The role involves community-based work across multiple local authority areas. The postholder will work independently and as part of a multidisciplinary team. Flexibility is required to respond to recruitment cycles and training schedules.
Safeguarding
HSCL is committed to safer recruitment and safeguarding children and vulnerable adults. This post is subject to enhanced DBS clearance and satisfactory references.
General
This job description is intended as a guide and may be amended in consultation with the postholder to reflect organisational needs. The postholder will be expected to work in accordance with the policies and values of Home-Start Central Lancashire.



















Guidance for applicants – completing the application form.
Please read these notes carefully before completing the application form. It is important that you take your time to fill in the application form as fully and accurately as possible. The decision on whether to invite you for an interview is based entirely on the information provided on the application form. Note: you can expand the boxes by using the ‘return’ key or add additional rows in the tables by putting your cursor in the last box on the row and clicking the ‘tab’ key.

General Points
· Please complete all parts of the application form and type or use black ink so that when we photocopy the form, it is clear and legible. 
· You may include a CV in addition to the application form. 
· The application pack contains a job description and person specification. The job description lists the duties/main tasks of the post, the person specification lists the knowledge, skills, experience, and qualifications needed and the methods used to assess each of these.

Personal Details
· Give your full name, address including post code, telephone numbers and email address.
· If this post requires the use of a vehicle, this will be indicated on the application form.

References 
· You are asked to provide the names and contact details of two people who can provide a reference for you. 
· One of the referees must be your current or most recent employer. 
· Home-Start will only request a reference if we make you a conditional offer of the job. 
· We may also contact your past employers where it seems necessary.

Education/job-related and specialised training. 
· In the first box, give details of your educational qualifications, starting with the most recent.
· This first section must include school/college qualifications such as GCSEs, Highers, A-levels, etc., and should also include any further qualifications you may have, such as a degree or management qualification. 
· In the box headed job-related qualifications/specialist training, list any professional or job-related qualifications you may have attained, for example, in First Aid or childcare, etc. Start with the most recent. 
· Please also include any ‘on-the-job’ training or CPD courses relevant to the post for which you are applying, for example, supervision skills, fundraising courses, etc 
· Please include the grade attained (if applicable)

Present or Most Recent Job
· If you are currently employed, please give details about your present job, including your notice period. If you are not currently employed, please give information about your most recent job.

Previous Employment 
Please give details of all your previous jobs since leaving school/college in date order, starting with the most recent. Any gaps in your employment history must be explained in the section on page 4. Use a separate sheet if necessary – please name and number it.

Voluntary Work 
Many people will have developed relevant skills and knowledge through voluntary work and work experience. Think carefully about what you have done in the past, at home, school, and leisure, paid or unpaid employment, as you may wish to draw on the skills you developed. Do not be put off if you have not worked for a long time. Think carefully about any experience that you may have gained and record when and how you gained that experience in this section. 

Gaps in employment history 
Please list any gaps, and provide brief information explaining each – for example, if you had time away from work while bringing up children or for travel, etc. The interview panel may ask to clarify any gaps that aren’t clearly explained. 

Potential conflict of interest 
Please record if you are related to/married to anyone who works for Home-Start Spelthorne. If you are, it does not exclude you from the process, but it means that we can ensure a fair process for all concerned by not having your relative take part in the selection process. 




Other employment 
Please record if you intend to continue working in any other capacity if you are offered this post with Home-Start, for example, if you have another part-time job or run a part-time business, etc. 

Relevant Skills, Knowledge, and Experience 
This is a very important part of your application form as it gives you the opportunity to demonstrate why you are suitable for the post. Before completing it, refer to the job description and person specification. 
Your answer must demonstrate how you meet each of the essential criteria, or you will not be shortlisted for an interview. 
· Give examples to show how you meet each of the essential criteria, and the desirable, where applicable, as indicated on the person specification. 
· Be specific about your skills and specify your own responsibilities; demonstrate a particular skill rather than simply saying you have it. 
· For example, if the person specification asks you to demonstrate an ability to recruit volunteers, you may want to describe what methods/processes you have used to do this, at what level and how successful or effective you were. 
· Remember to draw on skills, knowledge and experience gained through any voluntary or unpaid work you have done, as well as from your previous paid employment. 
· Please name and number any continuation sheets. 
· Do not use more than 2 continuation sheets (2 x A4). 

Immigration, Asylum and Nationality Act 
The law states that you must be entitled to reside and/or work in the United Kingdom. If your application is successful, you will be asked to show that you are entitled to work for us. 
Rehabilitation of Offenders Act / Criminal Convictions 
If the vacancy is exempt from the Rehabilitation of Offenders legislation, this will be explained in the application form. If it is, you must indicate ‘yes’ on the application form if you have ever been convicted or cautioned in relation to a criminal offence, even if that is now ‘spent’.
If you answered yes to any of the questions in this section, please disclose the details under separate cover. (Attach the details in a separate document marked CONFIDENTIAL and state your name and the details of the post. If you are shortlisted, this will be discussed with you at the interview. 
A criminal record will not necessarily be a bar to an applicant obtaining a position. A copy of the following policies is available on request: the Home-Start Spelthorne Ex-Offenders Policy, the Code of Practice and the Home-Start Spelthorne Policy on Handling Disclosure information. 
Declaration 
Finally, check that you have answered all the questions, sign and date the application form, and make sure you send it to us on time. We will not consider any applications received after the closing date.





























Staff Application Form

Please read the Guidance Notes before completing this form, because we can only determine your suitability for the position from the information you give in this application. Please return your completed application forms to admin@homestartcentrallancs.org.uk or Donna Hussain at Home-Start Central Lancashire, 112A Market Street, Chorley PR7 2SL

	Position applied for: Volunteer Recruitment and Engagement Coordinator
                                           16 hours per week

	Closing date: Rolling Recruitment – No current closing date 

	Full Name 
	


	Address including postcode

	





	If you have been at this address for less than five years, please give your previous address
	





	Home telephone no:
Email address:
	Mobile telephone no.:

	This post does require the use of a vehicle
Do you have access to the use of a vehicle?
YES/NO
	Do you hold a current driving licence?
YES/NO

	This job is/is not open to job share.  If it is, do you wish to be considered for this?
YES/NO



	REFERENCES: 
Please give the names and addresses of two referees who must not be related to you or a member of your household.   One must be your current or most recent employer.  We will only contact your referees if we make you a conditional offer.
Please obtain permission before submitting referees’ details and confirm the full address.

	Referee 1 
 Time known this person
In what capacity?

	Referee 2
Time known this person
In what capacity?

	Name:
Address:

Postcode:
Email:
Telephone:

	Name:
Address:

Postcode:
Email:
Telephone:



Education
	Subjects
	Qualifications gained
(e.g., GCSE, ‘A ‘level, Higher, NVQ, Degree)
	Grade

	

	
	

	

	
	

	

	
	

	

	
	

	

	
	


Job-related qualifications/specialised training 
	Course title and qualification achieved (if applicable)
	Grade


	

	

	

	

	

	


We would like to get a picture of your experience to date, detail as requested below.

Present or most recent job:
	Job title:
	Employer’s name and address

	Date started:
	

	Date finished:
	

	Salary:
	

	Notice required:

	

	Purpose of the job and main tasks:
















Previous employment, most recent first
	Employer
	Job title
	From
	To
	Brief description of duties
	Reason for leaving

	

	
	
	
	
	

	

	
	
	
	
	

	

	
	
	
	
	

	

	
	
	
	
	

	
	
	
	
	
	


	
	
	
	
	
	


	
	
	
	
	
	






Please tell us about any voluntary or unpaid work, starting with the most recent
	Organisation
	Role
	From
	To
	Brief description of duties
	Reason for leaving

	

	
	
	
	
	

	

	
	
	
	
	

	

	
	
	
	
	





Please tell us about gaps in your employment history, starting with the most recent
with reasons, e.g., career break to look after children or other dependents, travelling, training or education.

	From 
	To
	Reason

	

	
	

	

	
	

	

	
	



Are you related to any person who works in a paid or unpaid capacity for Home-Start?
YES/NO

If yes, please give details
	






	If offered this position, do you intend to continue working in any other capacity?
YES/NO. If yes, give details









Relevant skills, knowledge, and experience
Please use this page to show how you meet each of the essential criteria in the person specification and what evidence you have to show you meet each item.  Please structure your statement adopting the key headings of the person specification.  Please use no more than two continuation sheets.
 

	


























Immigration, Asylum and Nationality Act 2006
	Are you eligible to work in the UK?                                    
YES/NO




Rehabilitation of Offenders Act
	You do not need to provide details of any “spent” convictions as defined by the Rehabilitation of Offenders Act.


	Have you ever been convicted of a criminal offence?
If yes, you may be asked to supply details.
	YES
	NO

	This post is subject to enhanced-level criminal record checks.
	
	



Successful candidates will be subject to DBS checks and required to provide 2 references.


Declaration
I declare that to the best of my knowledge and belief, all statements contained in this form are correct. I understand that should I make a deliberate misrepresentation, any employment offered to me may be terminated. In submitting this information, I agree that my application details may be held securely by Home-Start ____________.
 
Signed:   
                                                                
Date:   
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