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Job Profile

Job Title:	Volunteer & Communities 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 support more people-powered action for nature.

Our supporters bring a wealth of expertise, experience and local knowledge that is essential for restoring the natural environment. By creating opportunities for people to share their skills, contribute ideas, learn from one another and take on leadership roles, we strengthen our collective impact. In return, we aim to provide a welcoming, rewarding and inclusive experience that benefits both the Trust and the people who give their time and energy to creating a wilder Surrey.

Job Purpose:

The Volunteer & Communities Officer will play a key role in supporting and developing our network of Voluntary Wardens, Friends Groups and volunteer leaders. The role will help build the capacity of volunteers and communities to take action for nature, strengthening local stewardship across Surrey and supporting more people to care for the places they value.

Key responsibilities:

· Provide ongoing support to existing Friends Groups, Voluntary Wardens, Voluntary Site Manager and Voluntary Group Assistants through regular communication, training, equipment provision, meetings, and occasional weekend attendance.
· Work with colleagues to identify opportunities for and establish new Friends Groups, Voluntary Wardens and other volunteer-led initiatives across our sites and within the local community. 
· Recruit, mentor and support volunteers involved in new Friends Groups, and Voluntary Wardens, providing structured support during their early stages and helping them become increasingly self-sustaining over time.
· Lead or support weekend volunteer sessions, ensuring opportunities are accessible for those who can only engage outside the working week.
· Support volunteers and volunteer-led groups to build strong links within their communities, encouraging greater local involvement. 
· Develop learning opportunities that enable volunteers and groups to progress from participation to leadership, and stewardship roles.
· Coordinate volunteer training and maintain central records, including budget monitoring, and arranging approved courses.
· Develop opportunities for volunteer peer learning and skill-sharing, particularly in wildlife monitoring and citizen-science activities.
· Work with teams across SWT to recruit, onboard and support volunteers across reserve management, grazing and project-based roles, ensuring a welcoming, engaging and rewarding volunteer journey.
· Work with colleagues to create innovative volunteering options (home‑based, weekend/half‑day, short‑term, tech‑enabled and citizen‑science roles). 
· 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.
· Undertake additional duties as required by the line manager or Director of Engagement to support effective delivery of the Trust’s work.

At Surrey Wildlife Trust, safeguarding is a priority and everyone’s responsibility. We are committed to protecting children, young people and adults at risk, and to fostering a strong, proactive safeguarding culture. 

All staff and volunteers are expected to uphold this commitment, follow our safeguarding policies and procedures, and help create a safe, inclusive environment for everyone who engages with our work.



Person Specification: 

Experience & knowledge

· Working with volunteers and supporting, developing or establishing volunteer-led groups.
· Building relationships and working collaboratively with community groups, colleagues, partners or local networks.
· Developing the skills, confidence and involvement of volunteers through mentoring, coaching or other learning opportunities.
· Coordinating activities, projects or programmes involving volunteers.
· A good ecological knowledge of Surrey’s wildlife, habitats and the issues affecting them.
· Working knowledge of habitat creation, restoration and management practices.
· Awareness of safeguarding, health & safety, compliance requirements relating to volunteering.

Skills & abilities

· Proactive, creative and solution-focused, with the ability to identify opportunities and find practical approaches to challenges.
· A clear and adaptable communicator, comfortable presenting to groups, with strong listening skills and a calm, empathetic approach in challenging situations.
· Able to work independently and collaboratively, building positive working relationships across teams and with external partners.
· Confident facilitating meetings, discussions, learning opportunities and volunteer sessions.
· Strong digital and administration skills, including MS Office, social media, digital channels and database systems.
· Skilled in creating written and digital content, sharing impact and celebrating volunteer contributions.
· Highly organised, able to manage competing priorities while maintaining attention to detail.
· Confidence in analysing data and using insights to support decision‑making and evaluate impact. 

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.
· Willingness to undertake weekend working as required, typically around 10 weekend days per annum, and a full UK driving licence.
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