
 

April 22 

 
 
Job Title:             Volunteer Manager 
 
Department:    Land Management 
 
Reporting to:    Director of Land Management 
 
Place of Work:  Southerham, Woods Mill or home based with occasional travel to locations across 
Sussex including Rye Harbour Nature Reserve. 
 

 
Job Purpose 
 

To enable SWT to deliver effective action for wildlife in Sussex by leading the development and 
implementation of the Trusts volunteering strategy, supporting diverse new and existing volunteer 
groups and individual volunteers, creating inclusive volunteer opportunities that deliver a range of 
benefits.  

 

To ensure a centrally coordinated cross departmental approach to volunteering engagement, 
communication, development, training, delivery, monitoring and evaluation, ensuring excellent 
communication throughout. 

 
This job description is a reflection of the current position and may change. 
 

 

Responsibilities 
 

1. Be responsible for the development and implementation of the SWT Volunteer 
strategy, ensuring it delivers the Trusts vision and strategy. 

2. Take forward and implement the Trusts volunteer review and action plan  
3. Develop and maintain volunteer systems and ensure clear, practical and 

proportionate processes and procedures are in place, clearly communicated and 
GDPR compliant 

4. Lead volunteer recruitment, induction, monitoring, and training programmes 
5. Ensure an excellent communications culture is embedded in the management of 

volunteers for example between volunteers, groups and SWT colleagues. 
6. Ensure volunteering outcomes are appropriately monitored, evaluated and meet 

strategic outcomes  
7. Seek practical opportunities for engaging corporate volunteer groups, and a 

corporate offer that delivers a range of benefits  
8. Ensure that equality, diversity and inclusion is at the heart of SWT’s volunteer 

recruitment engagement and management of volunteers 
9. Support teams and staff across the Trust to deliver a range of inclusive volunteering 

opportunities that meet the Trusts strategic aims.  
10. Work effectively with partners and stakeholders, represent the Trust on appropriate 

forums and seek opportunities to develop existing and additional mutually beneficial 
relationships 
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11. Develop funding proposals for projects, in conjunction with grants team and other 
departments within the Trust, and where necessary, to administer successful 
funding claims.  

12. Be responsible for day-to-day management of relevant budgets, ensuring that 
spending remains within agreed limits 

13. Ensure confidentiality at all times, only releasing confidential information obtained 
during the course of employment to those acting in an official capacity 

14. Comply with the requirements of Data Protection and GDPR 
15. Have a flexible approach to working hours, working unsociable hours, evenings and 

weekends (and emergency cover), as part of an agreed rota may be required on 
occasion 

16. Responsible for the Health, Safety and Welfare of self and others and to comply at all 
times with the requirements of Health and Safety Regulations 

17. Comply with the Trust’s Policies and Procedures 
18. Comply with the Trust’s Behavioural Framework.  

 
The above list should not be regarded as exhaustive, from time to time staff may be 
required to carry out other such duties as determined by the Trust. 
 
 

 
Key Relationships   
 
Internal 

1. Teams across the whole Trust 
2. SMT 
3. Volunteers and volunteer groups 

 
External 

4. Statutory bodies and NGOs 
5. Local authorities 
6. EDI related organisations and charitable trusts.  
7. Voluntary sector partners  
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Experience  Essential Desirable 

A minimum of 2 years’ experience of coordinating, developing and managing 
effective, innovative, diverse and inclusive volunteer programs.  

  

Experience of developing and managing projects and successfully securing 
external funding through grants or commercial opportunities.  

  

Demonstrable experience of developing and maintaining systems, processes and 
procedures  which support and enable the people they are intended to serve 

  

Developing and implementing volunteer engagement strategy     

Experience of managing volunteers engaged in working with wildlife / nature 
conservation.  

   

 
 

Knowledge Essential Desirable 

Sound understanding of engaging a wide range of people in a range of practical 
nature conservation and education activities and taking action for wildlife. 

  

Knowledge of the community and voluntary sector and the diverse make-up of 
communities in Sussex 

   

A sound understanding of the wide range of motivations for volunteering and the 
benefits it can bring to individuals, communities, organisations and the 
environment 

  

Appropriate knowledge of health and safety, risk management  and safeguarding 
systems associated with volunteering in external settings 

   

 

Skills Essential Desirable 

Ability to work across teams with a wide range of people towards a common 
purpose 
 

  

Demonstrable ability to develop and maintain systems, processes and procedures  
which support and enable the people they are intended to serve  

  

Excellent communication and customer service skills- written, verbal and digital, 
to diverse audiences 

  

Excellent organisational skills and the ability to prioritise work across a wide 
range of tasks 

  

Effective leadership and people skills and the ability to inspire and engage 
individuals to make a difference for nature 

  

Excellent IT skills    

 
Personal Qualities  
 

Essential Desirable 

A demonstrable personal commitment to wildlife and taking effective action for 
wildlife 

  

Having diversity and inclusion as core values   

Excellent communication abilities to wide range of audiences    

A high level of commitment, enthusiasm and self-motivation with a flexible and 
professional approach to work 

  

A self-disciplined approach to work    

Ability to work co-operatively as part of a team and to support colleagues where 
appropriate 
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Imagination, resourcefulness and diplomacy   

The ability to have challenging and constructive conversations    

Be passionate and enthusiastic about working with volunteers    

 
 
 


