Job Title: Volunteer Coordinator

Location: Becconsall Living Museum & Heritage Park

Contract: Zero-hours

Salary: Negotiable/National Living Wage (£7.55-£12.21 per hour, depending on age &
experience)

Hours: Tuesday & Saturday (minimum)

Reports to: Museum Manager

Job Purpose:

The Volunteer Coordinator will be responsible for recruiting, training, and managing our
volunteers, ensuring they are supported, well-organized, and working effectively on-site. This
role is vital to the smooth running of our park and museum, helping to create a welcoming and
productive volunteer environment.

Key Responsibilities:

Volunteer Management: Oversee volunteers on-site, ensuring their work is
well-coordinated and aligns with the museum’s needs.

Safety & Welfare: Ensure all volunteers are working in a safe environment, following
necessary health and safety protocols.

Training & Development: Organize inductions, provide ongoing training, and develop
skills among volunteers.

Rota & Scheduling: Manage the volunteer rota to ensure adequate cover on-site.

Communication & Engagement: Be the main point of contact for volunteers, fostering
a sense of community and appreciation.

Compliance & Policies: Ensure all volunteer activities comply with the museum’s
policies and procedures.

Person Specification

Essential Criteria:

e Experience in coordinating or managing a team, preferably volunteers.
e Strong organizational skills and the ability to manage rotas.



e Excellent communication and interpersonal skills.

e Knowledge of health & safety requirements for volunteers.

e Ability to work independently and take initiative.

e Reliable, punctual, and able to work flexibly, including weekends, bank holidays, and
school holidays.

e An interest in heritage, museums, or working with the public.

e Must be aged 16 or over.

Desirable Criteria:

e Experience in a museum, heritage, or outdoor site setting.

e First aid training or willingness to undertake training.

e Understanding of safeguarding procedures.

e Knowledge of local history or an enthusiasm for heritage sites.



