
Applicant Pack  Volunteer Co-ordinator 



The SU Bath Applicant Pack  

P.1 Role Profile 

Summary of the job 
 To mentor and support student leaders and student groups to deliver successful volun-
teering, community fundraising and external engagement projects.  

The Volunteer Coordinator is responsible for supporting a range of student-led groups with 
the delivery of community projects and events, this will mainly involve working with our 
community volunteer groups and societies, as well as building partnerships with university 
faculties, charities and schools,  to advise and support with fundraising activities and to de-
velop a range of volunteer opportunities for our students.  

Reporting to the Volunteer and Societies Manager, you will be working as part of the Activi-

ties team, linking particularly with one other Volunteer Coordinator, a Volunteer Administra-

tor and a Societies Coordinator. 

You will be part of a team that ensures our key services are student led and reflect our val-

ues. 

 Job Title: Volunteer Coordinator 

Grade: Grade 5 

Salary:  £22,017 per annum pro rata 

Duration of the contract:  Permanent 

Working hours: 29.2 hours per week (equivalent to 4 days per 

week) 

Location: University of Bath Premises  

Reporting to:  Anna Boneham 

Department Purpose To facilitate and support student involvement, leader-
ship and personal development through volunteering 
and fundraising projects, and involvement in external 
communities and organisations. 
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P.2 A bit about us 
The SU believes that when given the opportunity, students can and want to shape the 

community they are part of for the better. We support students in coming together to 

make themselves, and the student community, the best it can be - through student-

led groups, campaigns, advice, development, events and commercial activities.   

Students’ unions come in all shapes and sizes. With job roles at all levels, and with 

more than 550 unions across the country, you can work with us to start building a ca-

reer doing what you love.  

Our Values 

Our values are shown through our commitment to:  
 Being student led in all we do 
 Empowering students to achieve their full potential 
 Inclusivity for all students 
 Providing a supportive environment 
 Promoting a sense of fun and enjoyment 
We are organised into five key student-led areas:  
  Voice – helping students stand up, speak up and make their voice heard.  

  Experiences - making friends and memories that last a lifetime.  

                    Groups - broadening horizons with our community of students.  

                    Support – providing advice and support on student life.  

  Development - developing the skills students need to unlock their future.  

The SU also has teams working in key areas including finance, facilities, marketing, commer-

cial and governance. We employ more than 50 career staff and hundreds of student workers.  

Our work is overseen by an independent board made up of six elected student officers and 

three external independent trustees.  

The SU has a turnover of more than £4.2m, and is funded by a grant from the University of 

Bath and the membership income and commercial revenue that we generate.  

We offer more than just a “job”; we offer career opportunities for committed and ambitious 

people to help shape our organisation and the lives of the students we represent. 

Join us and be part of our story! 
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P.3 Main Duties & Responsibilities 

Mentor and support student leaders to deliver successful fundraising events, ensuring com-
pliance with good practice, policies and legal requirements.  

To provide key event and project management support for volunteer groups and societies 
so that student leaders can deliver their events (both on and off campus) effectively and 
safely and within the SU’s policies and procedures. This will include advising with fundraising, 
promotion, recruitment, legal compliance and stakeholder relationships 

To monitor project and event progress to ensure correct processes are being followed, stu-
dents are supported and  volunteer good practice is being adhered to.  

To provide and monitor fundraising good practice 

To provide and monitor health and safety guidance 

To provide information and guidance to potential student volunteers on a face to face basis 
and via web/email requests  

Liaising with Others 

To develop partnerships with university departments, charities and schools to provide fund-
raising and other volunteer opportunities for our students  

To work with our student-led groups to develop the above partnerships 

Marketing 

To promote the area to students, staff and the local community 

To market student volunteer opportunities to all students via social media, the website and 
other marketing tools  

To liaise with the SU’s Marketing Department to ensure the volunteering and society 
webpages are up to date  

To liaise with the SU’s Marketing Department to ensure student-led events are promoted  

effectively 
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P.3 Main Duties & Responsibilities 
Volunteer good practice 

To develop recognition of student volunteers – in particular supporting with the delivery of 
SU awards events and other recognition schemes 

To develop guidance and resources to support the effective delivery of key services whilst 
reflecting the SU’s values   

 

Development of the area 

To develop projects on and off campus (including those with university departments, chari-
ties and schools) that will benefit the SU’s volunteer groups, societies and other student-led 
groups 

To work with the Societies Coordinator to develop resources for that area 

To support the strategic direction of services as directed by the Volunteer and Societies 
Manager 

To write annual reports highlighting the number and type of activities, student participation, 
fundraising totals and other indicators of impact  

To contribute to the annual planning of the area as directed by the Volunteer and Societies 
Manager 

 

Staff and student training  

To support  student volunteer groups with the delivery of training sessions on a range of 
topics, including fundraising, event management and safeguarding 

To provide resources and guidance linked to topics such as event management, fundrais-

ing and safeguarding using the most effective tools for delivery  
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P.3 Main Duties & Responsibilities 

Financial Management 

To work with the Student Treasurers and the SU’s Finance Department to ensure fundraising 
good practice is being adhered to, this includes managing an online donation platform 

To work with the Student Treasurers to ensure the management of activities is inline with 
agreed budgets  

To work with the Student Treasurers to monitor that financial management practices are 
carried out effectively 

To support business initiatives that include sponsorship and fundraising  

General: 

To maintain the volunteer database  

Administrative assistance for the operation of the volunteer service 

To champion student activities, keep abreast of national issues and develop programmes 
to enhance the student experience. 

You may be required to undertake other duties of a similar nature as reasonably required by 
your line manager 
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P.5 

Benefits  
We offer competitive salaries, a vibrant and fun working environment and flexible work-

ing to enable your work-life balance. We offer more than just a “job”; we offer career op-

portunities for committed and ambitious people to help shape our organisation and the 

lives of the students we represent.  

Our staff enjoy a safe and pleasant working environment, with a variety of benefits en-

compassing pay, pension and work-life balance, along with excellent facilities on cam-

pus.  

You can find out more at: www.bath.ac.uk/guides/staff-benefits/  

Join us and be part of our story!  

 

Find out more  
For more information and an informal chat about the role please contact: 

Anna Boneham, Volunteer and Societies Manager, 01225 383198, 

A.Boneham@bath.ac.uk 

 

How to Apply  
Applications are online. To apply for this role, please visit the job posting at:  

https://www.bath.ac.uk/jobs/  

Thank you 

Thank you for taking an interest in joining the team at The SU.  

We look forward to receiving your application.  

https://www.bath.ac.uk/jobs/
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  Essential Desirable 

What you know (qualifications, knowledge & Experience) 
Relevant experience within an event management and /or pro-

ject leader role 
 X   

Experience of fundraising, to include knowledge of good prac-

tice, current issues and developments in charity and fundraising 

issues  

X  

Experience of  working within agreed budgets and tracking fi-

nances 
X  

Experience of advising, supporting and mentoring a team of stu-

dent volunteers  
 X   

Experience of planning, promoting and running events/activities 
that involve volunteers 

X  

Experience of leading project work   X   
Experience of training others  X  
Experience of working with voluntary organisations and support-

ing volunteers  
X  

Previous experience of working with membership led commit-

tees  
 X 

Knowledge of Students’ Unions (Volunteering/Societies/Sports)  X 
Experience of working independently and as part of a team to 

deliver a high quality service 
X  

Previous administrative experience working in a busy office  X  
What you can do (Skills and Abilities) 
Liaise and work effectively with others and build positive rela-

tionships and networks 
 X   

Solve complex problems independently and as part of  a team  X   
Communicate clearly and positively with different stakeholders 

both verbally and in writing  (across various channels) 
 X   

Ability to prioritise, problem-solve, manage a heavy workload 
and take an adaptable, flexible approach to work. 

 X   

Positively manage your wellbeing X  
Use a  range of social media for marketing purposes  X 
Supervise others to meet standards or objectives  X   
Commitment to working for the welfare of students and for a democratic 
organisation  

X  

Some of your Personal Attributes     
Empathy with the purpose and values of The SU X  
Diplomatic  and open minded  X   
A self starter who works well in a team X  
Ability to enthuse and motivate others  X  
Approachable, empathetic and respectful of others X  
Positive, professional and enthusiastic X  
Innovative and creative  X 
Good at building connections and liaising with stakeholders X  
Self-motivated and committed to the development of self and others X  
A sense of humour X  



 


