
  
 

 

 

Development and Engagement Coordinator (Volunteering and Employability) 

 

Key responsibilities 

1. Lead programmes of work that increases volunteering and employability opportunities in the third 

sector and contribute to local and national policy agenda’s such as No One Left Behind, Young 
Person’s Guarantee and Stirling’s Alive with Volunteering.  

2. Support the development of Stirling’s Alive with Volunteering, including the creation and 
implementation of a multi-agency action plan.  

 

Specific duties and activities 

1. Shares responsibility for the effective design, delivery and evaluation of programmes of work 

related to volunteering and employability, ensuring that it links with key local and national policy 

agenda’s and SVE’s strategic plan. 

2. Promote enable volunteering as a key part of gaining employability skills and support people to 

access volunteering opportunities.  

3. Lead programmes that improve the voice and development of third sector employability 

organisations to participate in No One Left Behind and Young Person’s Guarantee.  

4. Provide expertise and input into design and delivery of participation and engagement methods 

that support third sector organisations to develop a collective voice and co- produce new services 

in volunteering and employability. 

5. Maintain and manage relationships with partners to progress Stirling’s Alive with Volunteering and 

ensure that volunteering is a key part of the local offer for No One Left Behind, the Young Person 

Guarantee and local employability schemes. 

6. Support third sector organisations to improve effectiveness and organisational development 

through guidance, training and support on matters relating to Volunteering and Employability 

Development 

7. Maintain and promote information on employability community support available through 

databases and shared online platforms.  

8. Prepare e-bulletins, articles and social media interactions that promote the work of SVE and 

facilitate the delivery of the SVE strategic plan and workplan. 

9. Share responsibility for the development of Stirling’s Volunteer Portal.  This includes promoting 

and administering the portal, including the relationship with the portal technical provider. 

10. Undertake monitoring and evaluation activities necessary to report progress individually and as 

an organisation to management, Board and Funders. 

11.  Provide supervision to assigned colleagues and volunteers so that they are able to carry out their 

assigned responsibilities. 

Reports to: Chief Executive/ Deputy CEO 

Supervises: None  

 Role purpose: To lead programmes relating to Volunteering and Employability Development in 

the third sector that helps people in Stirling gain new opportunities, skills and 

positive outcomes.  
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12. Identify and undertake all necessary duties and activities to deliver the role’s responsibilities, 
alerting line manager to any barriers encountered and contribute to the successful resolution of 

any issues.  

 

 

 

Shared responsibilities 

13. Carry out other duties and activities as may reasonably be required in order to support colleagues 

to achieve shared goals. 

14. Maintain appropriate financial processes and records, and ensure that any expenses incurred in 

the course of carrying out this role’s responsibilities remain within the limits agreed with the 

appropriate budget holder, following all finance procedures relating to invoice and expense 

payments.    

15. Help to develop and update SVE’s continuous improvement of processes, practice and 
methodology.  

16. Actively engage in individual and team professional development activities. 

17. Adhere to SVE policies and practices, and actively support and promote the SVE vision, mission 

and objectives. 

 

 

Summary of terms (n.b. full terms will be as per the written contract of employment)  

 This is a fixed term post for 12 months 

 Salary £27,061 per annum (Pro rata) 

 Normal place of work: Hybrid working from home and Cameron House, Forthside Way, Stirling, 

FK8 1QZ.  

 Working pattern: 28 hours per week which can be worked flexibly to suit business need and the 

successful candidate between the hours of 08:00-18:00 Monday- Friday. 

 Travel requirements beyond the working day: Occasional unsociable hours (6-8 p.a) 

 

 

 

Person Specification 

 

 Essential  Desirable Evidenced 

Knowledge and Qualifications    

Educated to SCQF Level 8 (HND/ Diploma) X  Application 

Strong knowledge of the third sector and volunteering  X  Application: 

Interview 

Knowledge of employability programmes and policies 

including No-one Left Behind, Young Person’s 
Guarantee.  

X  Application: 

Interview 

    

Experience    

Personal experience of volunteering, and/ or 

experience of supporting volunteers.  

X  Application: 

Interview 

Evidence of brokering strategic partnerships between 

the third sector and public sector. 

X  Application: 

Interview 

Experience of working with members of the public 

and helping them to identify and achieve their 

personal goals.  

X  Application: 

Interview 
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Experience of managing communications to a variety 

of audiences and stakeholders. 

X  Application: 

Interview 

Experience in partnership working with influencing 

and negotiation skills.  

X 
 

Application: 

Interview 

Experience of event planning and management.  x Application: 

Interview 

    

Skills, abilities, attitudes    

Confident individual, able to build partnerships and 

support organisations to connect and network.  

x  Interview 

Strong customer services and group facilitation skills.  x  Interview 

Demonstrable commitment to advancing Equality and 

Diversity.  

x  Application: 

Interview 

Ability to be responsive, flexible and develop new 

initiatives.  

x  Application: 

Interview 

Willingness to travel across the Stirling area.   x Application 

 

*If life has taken you on a different path and you don’t meet the minimum education qualification 
we would still love to hear from you if you meet the rest of our person specification.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


