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Job Profile

Job Title:	Volunteer Training & Development Officer

Reports to:	Community Programme Manager

Introduction to the Role

Volunteers have been at the heart of Surrey Wildlife Trust for nearly 70 years, contributing thousands of hours each year to protect and restore wildlife across the county. Our 2026–2031 Volunteer Strategy sets an ambitious direction to enhance the volunteer experience, broaden inclusive community involvement and empower volunteers to take a leading role in nature recovery. 

Our supporters bring a wealth of skills, knowledge, and experience that are essential for restoring the natural environment. By creating opportunities for volunteers to share their expertise, contribute ideas, and take on leadership roles, we strengthen our collective efforts. In return, we aim to provide an excellent experience, one that benefits both the Trust and the incredible people who give their time and energy to our cause.

The Volunteer Training & Development Officer will play a key part in ensuring volunteers are engaged, trained, supported and valued, helping to build a skilled, diverse and motivated volunteer-led community driving nature recovery across Surrey.

Job Purpose

To strengthen and grow an empowered volunteer‑led community by providing high‑quality training and coaching to new Voluntary Wardens, or Voluntary Group Leaders, and ongoing support to existing wardens and self‑led groups. The post holder will work with colleagues to enhance the experience of existing volunteers, build confidence and capabilities across the volunteer community, and contribute to Trust-wide nature recovery goals.

Key responsibilities

· Work with teams across SWT to recruit, onboard and support volunteers across Reserves team, grazing, and project-based roles, ensuring each stage is engaging, purposeful, and celebrates achievements.
· Work collaboratively with colleagues to enhance the volunteer experience and contribute to Trust‑wide goals.
· Create and deliver a high‑quality training programme that builds volunteer skills and confidence in nature recovery and volunteer management, including recruitment and support for new Voluntary Wardens, Self‑led Group Leaders and Voluntary Assistants. Helping expand new groups on SWT sites where appropriate.
· Provide ongoing support to existing Voluntary Wardens, Voluntary Site Manager, Self-led group Leaders and groups, through regular communication, training, organising regular meetings, and weekend attendance. 
· Provide support to colleagues who leads the coordination and training of Ambassadors, who deliver a variety of walks, talks and events.
· Work with the Reserves team to identify SWT sites where volunteer-led involvement can deliver the greatest benefits for nature recovery.
· Develop opportunities for volunteer peer learning, skill‑sharing, particularly in wildlife monitoring and citizen‑science activities.
· Work with colleagues to create innovative volunteering options (home‑based, weekend/half‑day, short‑term, tech‑enabled and citizen‑science roles) and remove barriers to participation.
· Work with colleagues to promote inclusive volunteering, broadening participation and supporting diverse community involvement.
· Deliver engaging volunteer communications, including newsletters, blogs, videos and stories that celebrate volunteer contributions.
· Implement and uphold volunteer‑related policies, safeguarding, H&S and compliance requirements, maintaining accurate CRM data and supporting risk assessment and machinery‑check processes.
· Lead or support weekend volunteer sessions, ensuring opportunities are accessible for those who can only engage outside the working week.
· Undertake additional duties as required by the line manager or Director of Engagement to support effective delivery of the Trust’s work.

Person Specification: 

Experience & knowledge

· Experience working with volunteers and a solid understanding of volunteer management and community engagement. 
· Experience designing, delivering and coordinating training that build skills in nature recovery and volunteer management.
· A good ecological knowledge of the wildlife and habitats of Surrey and the issues affecting them.
· Working knowledge of habitat creation, restoration and management practices.
· Awareness of safeguarding, health & safety, compliance requirements relating to volunteering.
· Strong digital and administration skills, including MS Office, social media, digital channels and database systems.
· Confidence in analysing data and using insights to support decision‑making and evaluate impact. 

Skills & abilities

· A clear and adaptable communicator, comfortable presenting to groups, with strong listening skills and a calm, empathetic approach in challenging situations.
· Skilled at building relationships, training and coaching others, and confident delivering group sessions.
· Skilled in creating written and digital content, sharing impact and celebrating volunteer contributions.
· Highly organised, able to manage competing priorities while maintaining excellent attention to detail.

Personal qualities

· Warm, friendly and inclusive, with a genuine passion for supporting volunteers of different ages, abilities and backgrounds.
· Motivated, self‑disciplined and energetic, bringing creativity and resourcefulness to programme development.
· A collaborative team player who contributes positively to shared learning and teamwork.
· Willingness to undertake weekend working as required, typically around 10 weekend days per annum, and a full UK driving licence.
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