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Volunteer Journey Advisor 
 
Hours of work:  20 hours per week  
Type of contract: Permanent  
Based at: Trust head office in Littlemore, Oxford 
Salary Band: B 
 
BACKGROUND 

 
The Berkshire, Buckinghamshire and Oxfordshire Wildlife Trust (also known as BBOWT) was formed in 
1959 and has a vision of an environment rich in wildlife for everyone, valued by all. We aim to lead the 
way to nature’s recovery through innovative land management, and connect people with nature to 
improve their wellbeing. We work in partnership and through collaborative projects with local 
communities, businesses, land owners and local authorities. In the three counties BBOWT owns or 
manages over 80 nature reserves covering 2,500 hectares. We have more than 50,000 members, over 
100 professional employees, and have active support from more than 1,350 volunteers. Each year 
around 12,000 schoolchildren visit our education centres. BBOWT has an annual turnover of over £6 
million and receives income from membership subscriptions, grants and donations.  BBOWT is one of 
46 Wildlife Trusts working across the UK, each is a corporate member of the Royal Society of Wildlife 
Trusts. 
 
Our mission – To create a Living Landscape across our towns, cities and countryside and inspire our 
communities to act for nature. 
 
Our aim – To lead the way for nature’s recovery and connect people with nature, so that: 
 

• Our soil and water resources are managed to create functioning ecosystems and wildlife-
rich places. 

• Local communities, decision-makers, landowners and business work with and for nature. 
• People recognise their dependence upon nature and its value to their mental and 

physical wellbeing. 
 
JOB PURPOSE    
 
BBOWT’s work is made possible by both a dedicated employee team and a large group of volunteers. 
We wish to ensure the invaluable work of volunteers is supported and that it’s demonstrated that 
volunteers are appreciated.  
 
This post will support our work with volunteers through the administration and development of effective 
systems for recruitment, placement, support, training and management of volunteers.  
 
Although this post is a part of the People Team, the purpose of this role is to support the wider BBOWT 
team(s) in ensuring volunteers are supported, feel valued and are an integral part of BBOWT culture.   
 
REPORTING LINE 
 
Reports directly to People Business Partner 
 
EMPLOYEE MANAGEMENT  
 
This post has no line reports 

 
 



  

BUDGETARY RESPONSIBILITIES 
 
This post has no budgetary responsibilities 

 
KEY RESPONSIBILITIES 

 
General Volunteering  

 

 Acting as initial point of contact for all volunteers and employees who manage volunteers. 
Dealing with day-to-day communications and initial enquiries for all new and potential volunteers 
to ensure appropriate information is given, referring to other teams or external organisations, as 
appropriate 

 Liaising closely with others in BBOWT working with volunteers to ensure maximum action for 
wildlife is taken and all volunteering opportunities possible are realised  

 Liaising with appropriate external organisations, other Volunteer groups and centres to ensure 
that BBOWT effectively develops good practice  

 Providing and promoting  high quality communications of volunteering activities and opportunities 
right across the Trust through a variety of media   

 Ensuring volunteers are aware of relevant BBOWT policies and procedures 

 Assisting the People Business Partner in ensuring all volunteering systems and procedures are 
followed, ensuring consistency, best practice and adherence to legislation in volunteer 
management 

 Assisting with volunteer monitoring and evaluation in relation to overall satisfaction, equal 
opportunities and well-being  

 Advertising and updating volunteer opportunities through appropriate media 

 Providing support to recruiting managers and co-ordinating all aspects of volunteer recruitment 

 Maintaining and supporting volunteer trainee schemes  

 Assisting with volunteer recognition administration  

 Assisting the People Business Partner in the review and development of volunteer policies, 
procedures and practices 
 

Maintenance of Volunteer and Trainer Data 
 

 Inputting and maintaining data on the Customer Relations Management (CRM) database in an 
accurate and timely manner so that meaningful reports can be produced from the system to track 
the volunteer journey 

 Maintaining accurate files relating to volunteers  

 Maintaining  up-to-date lists of training providers for People team specified training courses (e.g. 
for volunteers’ skills development training, First Aid, Chainsaw, Food Handling)  
 

General Administration 
 

 Providing general administrative support to Volunteers and the People Team, as required. 

 Co-ordinating administrative elements (e.g. agenda, invites) for meetings (such as Volunteer 
Steering Group meeting, Health and Safety Committee meeting) 

 Providing reports to the People Business Partner in advance of meetings as requested (e.g. 
Volunteer Steering Group meeting, Health and Safety Committee meeting)  

 Co-ordinating the Best Practice Reviews  

 Covering the reception area at Littlemore as and when required 
 

 
 

 
 

 

 

 



 

General Trust Duties 
 

 Adhering to all Trust policies, procedures and systems. To represent the Trust in a professional 
manner and to act at all times in a manner which will not damage its reputation 

 Ensuring that all tasks carried out are done so in compliance with General Data Protection 
Regulations (GDPR) 

 Ensuring that all health and safety obligations are met in all aspects of the role  
 Providing regular reports as required 
 Engendering a culture of membership recruitment within the team 
 Any other duties as delegated by the Line Manager. 

 
 
PERSON SPECIFICATION 
 

 Essential Desirable 
Have a proven administrative track record with a methodical 
approach and excellent attention to detail 

  

Previous experience of working as or with volunteers   
Strong organisational and co-ordination skills with an ability to 
prioritise tasks 

  

Approachable with demonstrable customer service skills   
Excellent listening, interpersonal and communication skills (verbal 
and written) to varied audiences e.g., colleagues, volunteers, 
supporters and members of the public 

  

Competent  IT skills in MS Word, Excel, Email, Internet and 
Database systems  

  

Ability to work independently, show initiative and manage 
conflicting priorities effectively 

  

A demonstrably effective and flexible team member   
Ability to maintain confidentiality as appropriate   
Experience of and ability to work within defined procedures and 
policies 

  

GCSE (or Equivalent) Grade C or above in Maths & English   
Can demonstrate the BBOWT values of Integrity; Respecting 
Others; Personal Responsibility; Team Work; and Learning Culture 

  

Willingness to help out with larger scale BBOWT events such as 
the AGM, Countryfile Live 

  

Valid driving licence   
Familiarity with charity issues and knowledge of the voluntary 
sector 

  

Experience of volunteering in the conservation field   

Understanding of the processes and principles of volunteer 
engagement 

  

Advanced IT skills in Excel and Database systems   

 
 
MEASUREMENTS OF SUCCESS 
 

 Volunteering practices widely understood and promoted across BBOWT 

 Accurate and well maintained Volunteer systems and database 

 Accurate and timely delivery of Volunteer reports 

 Good levels of volunteer recruitment, retention and satisfaction. 
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