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JOB DESCRIPTION 

TITLE Volunteer Manager   (Part time) 
 

LOCATION Peter O’Sullevan House, Newmarket 
 

DATE June 2021 
 

 

Reports to:  Head of Operations  

Principally relates to: Welfare, marketing and communications  

Purpose of the role: Develop and manage the programme of Volunteering at the IJF to enhance and 
increase the capacity for support and service delivery to IJF beneficiaries. Promote the selling of IJF 
merchandise during our selling season.  

Main Areas of responsibility 

Leadership & Co-ordination:  

x Lead on the development, implementation and evaluation of the IJF’s volunteer programme 
to grow our offering 

x Help internal stakeholders to understand the role of volunteers and the contribution they 
can make 

x Recommend and implement goals and objectives for the volunteer program reflecting the 
IJF’s values 

x Manage the practicalities of the programme, including policies, procedures, standards and 
budgets. Work closely with Head of Operations and IT provider to develop volunteer portal 
and ensure correct use of this 

x Imbed  good practice in volunteer coordination, training, motivation, recruitment, and 
safeguarding 

x By example, encourage the development of a leadership style that seeks out the benefits of 
collaborative action whilst emphasising the importance of individual accountability 

Volunteer Recruitment, Training and Support  

x Deliver a plan to recruit the right volunteers with the right skills to match organisational 
needs 

x Coordinate, develop and deliver appropriate training for volunteers to be successful in their 
positions 

x Monitor and review volunteers ensuring they receive sufficient support and achieve their 
goals 

x Plan and host knowledge sharing and social sessions for volunteers 
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x Act as a central point of contact for volunteers and for the co-ordination of volunteering 
enquiries 

x Familiarise volunteers with their understanding of the IJF, its beneficiaries, its services and 
support and the role and responsibilities of staff and volunteers 

x Investigate best practice in the volunteering and cultural sectors regarding increasing the 
diversity of volunteers 

x Develop and maintain links with local community groups and other organisations and 
businesses in order to recruit volunteers  

x Raise the profile of the IJF’s volunteer programme, acting as an ambassador 
x Host volunteer activities and work closely with Centre Liaisons and Head of Marketing & 

Communications to promote centre-based activities and selling on racecourses 

Monitoring and Evaluation  

x Ensure that volunteer roles, guidelines, procedures, record-keeping and evaluation systems 
are followed and maintained 

x Ensure that volunteers receive the appropriate level of supervision 
x Ensure that all programmes, activities and events are developed and conducted in line with 

Health & Safety and Safeguarding guidelines, conducting any necessary risk assessments as 
required 
 

Details of education required and qualifications needed: 

Essential: 

x Excellent communication skills 
x Strong interpersonal skills and the ability to deal with a diverse range of people 
x Good knowledge of horse racing industry 
x An empathy with volunteers and an understanding of their needs 
x Capacity to inspire, influence and motivate others 
x Ability to deal with information in a confidential manner and respond with sensitivity 
x Good organisational skills and the ability to manage a variety of tasks 
x Administrative and IT skills and an ability to maintain records and produce reports 

Desirable: 

x Proven experience of initiating and managing volunteer projects 
x Knowledge of current trends, resources and information related to volunteer management 
x Experienced in managing budgets with good financial awareness 
x experience of working across different sectors and developing links with other agencies 

 

 

This job description should be regarded only as a guide to the duties required and is not definitive or restrictive in any way. 
It may be reviewed in the light of changing circumstances following consultation with the post holder.  


