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Volunteer Officer, Communication and Engagement

	Job details 

	Directorate: 
	Membership and External Affairs

	Department: 
	
Business Support
	Team:
	Business Support 

	Grade: 
	Career Professional  A
	Reports to:
	Volunteer Manager 

	Line management responsibilities:
	No
	Location:
	London


Role overview
	To strengthen volunteer retention, satisfaction and belonging to the Law Society by delivering high quality communications and engagement activity. The role ensures that volunteers who are part of our Get Involved programme feel informed, connected, and valued.



Core duties of the role:
The post holder will:
	· Effectively support the Volunteering Team to develop and maintain a successful volunteer programme
· Develop and deliver a consistent communications plan for volunteers (e.g., newsletters, bulletins, updates, digital channels)
· Produce engaging, accessible content that celebrates volunteer stories and highlights achievements
· Design and deliver engagement activities and events that foster connection and belonging across the volunteer community inc. for Volunteer’s week
· Monitor engagement metrics (e.g., communications reach, event attendance, sentiment, satisfaction)
· Gather, interpret, and present volunteer feedback to inform improvement and strengthen volunteer experience
· Work closely with the Volunteering Manager and internal Communications teams to ensure aligned messaging
· Act as a representative of the volunteer voice in key meetings and working groups
· Have a good understanding of the end to end volunteer recruitment and onboarding process in order to offer team cover as and when needed during busy periods or absence

· Record, monitor and provide reliable data for reports measuring the impact of volunteering

· Support the coordination of volunteer recognition 

· Respond to member and volunteer queries relating to the “Get Involved” programme and volunteering 




Skills and attributes:

	 Criteria (knowledge, skills and attributes)
	Assessment stage

	Demonstrate experience of coordinating a successful volunteer programme 
	Choose an item.
	Good working knowledge of volunteer support and management best practice 
	Choose an item.
	Experience in volunteer engagement, community work, comms, and events
	Choose an item.
	Experience working with diverse communities.
	Choose an item.
	Able to work effectively with a broad and diverse range of colleagues, partners and stakeholders 
	Choose an item.
	Organised, creative, and comfortable managing competing priorities.
	Choose an item.
	Confident using digital communication tools, email platforms, and basic design software.
	Choose an item.
	Demonstrable experience of planning, organising and prioritising a range of administrative tasks, including creating and maintaining accurate records 
	Choose an item.
	Able to produce clearly written reports on matters relating to volunteering
	Choose an item.
	Deliver high quality work on time and to expectations during busy and demanding periods
	Choose an item.
	Apply a proactive, considered and constructive approach to work 
	Choose an item.
	A proactive approach to supporting the Law Society’s commitment to equality, diversity and inclusion at work, including supporting a respectful, welcoming and supportive working culture 
	Choose an item.
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