
 

 

CARE NETWORK CAMBRIDGESHIRE 
 
 
PERSON SPECIFICATION 
 

Job title: Care Network Volunteer Coordinator 

 

Qualifications Essential criteria 
1. Educated to GCSE in English and Maths  

Desirable criteria 
1. A levels or equivalent in any subject 
2. Other relevant qualifications e.g. in health and social care, advice giving, 

training or voluntary sector management, community development or 
volunteering 

Experience Essential criteria 
1. Experience of working with volunteers 
2. Proven record of good coordination and administrative skills 
3. Experience of collecting data and using it to produce reports 
 

Desirable criteria 
1. Experience of recruiting and managing volunteers 
2. Experience of organisational development 
3. Experience of writing policies, providing training, or gaining quality 

standards for a voluntary sector organisation 
4. Wider experience of monitoring and evaluation techniques 

Knowledge Essential criteria 
1. Knowledge and understanding of the issues around volunteering. 
2. An understanding of the voluntary sector as a whole 

Desirable criteria 
1. Local knowledge of Cambridgeshire and Peterborough 
2. Knowledge of Investing in Volunteers quality standard 

Skills  Essential criteria 
1. A self-starter, motivated and focussed, able to prioritise own time 
2. The ability to inspire and motivate others 
3. Proficient in Word, Excel and Outlook including the ability to use 

databases to generate data and produce reports. 
4. Excellent oral and written communicator; including communicating using 

social media 
5. Good social/interpersonal skills, maintaining ethical and social norms, in 

both formal and informal settings. 
6. Can work in a dispersed organisation with multiple sites and projects, 

building relationships with remote colleagues 
7. Can solve practical problems; presents solutions to issues. 

Desirable criteria 
1. Proficiency in Publisher and PowerPoint. 
2. Able to use recognised methods to monitor and evaluate outcomes. 

 



 
 
 
 

Aptitude & 
characteristics 

Essential criteria 
1. Totally committed to the values of Care Network Cambridgeshire – 

Enabling, Innovative, Collaborative and Quality 
2. Passionate about volunteering and maximising volunteer support for 

community activities and for promoting independence for older, 
isolated and vulnerable residents. 

3. Passionate about offering a one service approach to our clients 
4. Self-managing.  Prioritises work effectively. Takes the initiative rather 

than waiting passively and reacting.   
5. Flexible and at ease with adapting to new situations. 
6. A team player, who motivates people. 
7. Ready to listen, friendly, approachable, not easily provoked. 
8. Methodical, accurate, tidy and well-organised. 
9. Prompt and a good time-keeper; reliable; works well to deadlines. 
10. Professional manner and appearance. 

Other 
requirements 

Essential criteria 
1. Agrees to enhanced level DBS check 
2. Has clean driving licence, and car available and insured for work. 
3. Freedom to work flexible hours, given reasonable notice. 
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