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The role

Key information
Hours:
Full-time (35 hours per week
- some flexible working and
unsociable hours may be
required)
Duration:
Permanent
Salary:
Band 4A (£50,681 - £55,961)*
*The starting salary for this role
is £50,681 with the potential
to progress based on annually
reviewed performance.
Notice period:
Two months
Probation period:
Six months
Place of work:
178-180 Edgware Road, London,
W2 2DS (with flexibility to work
across our hospital site offices
in north west London)

About the role
As one of two deputies to the Head of
Volunteering you will be someone who can
inspire and enthuse people teams to deliver
outstanding outcomes, whilst developing
themselves professionally. You will provide
leadership within the department to ensure
that our Volunteering Managers have the
resources, support and encouragement to lead
their hospital site strategies for volunteering so
that we achieve our ambitious goals for
volunteering involvement in the NHS.
This role is all about coaching people and
being a critical friend to empower people
to excel in their roles. In this role you will
be involved within the department, whilst
supporting other internal and external
relationship management with an eye on
what’s happening within the wider sector.
You will also have charity-wide responsibilities
for providing advice around volunteering as
well as leading wider people-related
areas, including safeguarding.

Reports to:
Head of Volunteering
Responsible for:
Up to four members of staff
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Organisation chart

Senior management team:

Volunteering department:
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Main duties

Main duties and responsibilities
1. Provide leadership across the department to enable and inspire them to deliver our
vision for volunteering in their roles, growing our volunteer community and creating an
exceptional experience for volunteers and our beneficiaries.
•

Line manage colleagues within the team, including setting and monitoring performance
objectives aligned to departmental plans.

•

Instil a culture of continuous learning and improvement within your direct and indirect
reports to enable them to lead innovation within the department, develop new skills to
benefit the organisation and their wider career ambitions.

•

Conduct regular performance monitoring meetings, including completing the organisation’s
annual performance appraisal process.

•

Provide robust, constructive feedback and coaching to help your direct and indirect reports
grow, develop and succeed both in and beyond their roles.

•

Manage the allocated learning and development budget for your direct and indirect reports,
ensuring good value for money and return on investment to help them reach their agreed
development goals.

•

Ensure that Volunteering Managers have clear and ambitious but achievable strategies in
place for their hospital site(s) to meet agreed high level department plans.

•

Be accountable for ensuring appropriate risk management plans are in place for all
volunteering activity within assigned remit.
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•

Support challenges arising by escalating as appropriate to NHS Trust stakeholders and
facilitating ways to overcome barriers to success.

2. Provide leadership across the whole organisation by acting as Deputy Safeguarding
Lead, facilitating our culture of safety and ensuring our policies and procedures are fit
for purpose and adopted by all.
•

Work with the Safeguarding Lead and other Deputy Safeguarding Leads to support the Chief
Executive and Board of Trustees in discharging their statutory responsibilities to keep children
and adults at risk safe from harm.

•

Support the organisation’s people vetting processes by conducting risk assessments based
on adverse disclosures to ensure timely decision making for new volunteers, staff and other
personnel.

•

Support the Head of Office with the operation of applying for disclosures via the Disclosure &
Barring Service (DBS) and other statutory agencies.

•

Provide consultancy and advice to other functions within the organisation who are carrying
out activities within the hospital and/or with children and/or adults at risk to ensure
safeguarding risk assessments are created and implemented.

•

Support the Safeguarding Lead and Head of Office to ensure that mandatory training
requirements for volunteers, staff, trustees and other personnel is maintained and all
personnel are compliant.

•

Champion the use and ongoing adherence to our Code of Behaviour (‘Green Card’) as well as
contributing to its review and any required revisions.

•

Provide adhoc training to individuals and teams on our safeguarding policy and code of
behaviour so they can relate it effectively to their work.

3. Provide advice and consultancy on volunteering to other functions within the charity
and with wider sector partners.
•

Act as a business partner for volunteering matters for other departments and individuals
within the organisation to ensure that the charity’s Volunteering Policy is understood and
implemented in all voluntary activities.

•

Support other departments with the introduction and management of any specific volunteer
roles, including but not limited to office-based roles, or events/ad-hoc roles supporting our
charitable activities.

•

Manage the relationships with any sector partners/organisations operating across geographies
or audience groups that span several of our hospital sites; including other VCSE organisations
and local statutory authorities/agencies.

•

Support grant funding recipients where appropriate with best practice/our approaches to
volunteering engagement to enable their activities.
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4. Manage programmes within our volunteering portfolio to ensure they meet their aims
and realise the benefits for our work.
Programmes of work split between the two Deputy Head roles will include: youth
volunteering; strategic oversight of volunteering journey design elements; Volunteering
Policy; volunteer learning; volunteer response (business continuity).
•

Lead assigned programme(s) of work so that work is planned and delivered using project
management principles, engaging appropriate members of the team and other stakeholders
in its design and implementation.

•

Be responsible for identifying and mitigating risk within your programme(s); both project
success and actual health and safety risk.

•

Act as the lead point of contact for your programme(s).

•

Manage the budget for your programme(s) including preparing annual budgets, monitoring
expenditure and reforecasting based on in-year activity.

•

Produce regular reports on progress and impact of your programme(s).

•

Work with colleagues in the fundraising team to support applications for grant funding for
your assigned programme(s).

5. Deputise for the Head of Volunteering within key forums internally and with external
stakeholders, as required.
•

Represent the Head of Volunteering and Imperial Health Charity where required at external/
community-based events and meetings, including with the Integrated Care System (ICS) for
north west London.

•

Deputise for the Head of Volunteering within the Senior Management Team, Board of
Trustees and Joint Planning Group, at meetings and with operational demands where
required.

•

Lead internal forums across the charity to facilitate collaboration between different teams/
individuals supporting the Trust and/or similar stakeholder groups.

6. General duties
•

Maintain accurate records for stakeholders, including communication history, adhering to our
data protection obligations and records management principles

•

Take an active part in department and whole charity team meetings, contributing agenda
items and undertaking assigned actions as required

•

Take an active part in and collaborate with colleagues across the charity’s work, bringing your
own experience and perspective so that we harness the value of our shared contributions

•

Participate in regular supervision, objective-setting/monitoring and actively engage in your
own job-related development throughout the year
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•

Champion the charity’s Code of Behaviour and act as a role model, ensuring that our
safeguarding and other key policies and procedures are adhered to at all times so as to
protect the people we work with and our reputation.

A job description does not constitute a ‘term and condition of employment’. It is provided only
as a guide to assist the employee in the performance of their job. The charity is a fast-moving
organisation and therefore changes in duties may be necessary from time to time. The job
description is not intended to be an inflexible or finite list of tasks and may be varied from time
to time after consultation/discussion with the post holder.
Personal development
Your line manager will agree annual objectives and a personal development plan, which will
include training as an essential element of the role.
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The person

1. Working with people
•

a) You will have people management skills, with experience of leading and motivating teams.

•

b) You will be able to lead people through influencing, negotiating and coaching as well as
nurturing and supporting colleagues across the team to grow.

•

c) You will be able to give and receive feedback using the most appropriate and empathetic
methods, and deal with challenges or unsatisfactory behaviour or performance when
required.

•

d) You will be able to work as part of a department leadership team, leading crossdepartment and organisational projects, role-modelling leadership behaviours and values,
and engaging with staff and volunteer audiences across the organisation.

2. Technical skills and experience
•

a) You will have knowledge and experience of delivering operational activities, deploying
resources, settings goals, and overseeing health and safety.

•

b) You will have knowledge and experience of safeguarding children and adults at risk,
including safeguarding policy practice, procedures and resources as well as advising others on
how these should be implemented in different contexts.

•

c) You must be able to write, review and edit content for a range of audiences, using a variety
of different methods including emails, mass emails, newsletters, web content and marketing
materials.

•

d) You will have a working knowledge of best practice in volunteer management with the
ability to develop policies, procedures and resources, as well as advise others on how these
should be implemented in different contexts.
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•

e) You will have the ability to understand, assess and manage risk in an operational
environment, and in the context of new service development and delivery.

•

f) You will have data analysis, insight and evaluation skills, and a level of numeracy, with good
experience of evidence-based decision-making to drive performance, influence strategy/policy
and inform decisions.

3. Workplace expectations/skills
•

a) You must be very organised, able to prioritise competing demands effectively and able to
juggle multiple requests.

•

b) You will be able to demonstrate high standards of professional conduct, acting with
integrity in line with our values and behaviours at all times.

•

c) You will be a team player who puts colleagues’ needs first, seeking to support the
achievement of our wider departmental and organisational objectives.

•

d) You will be able to work flexibly in order to fully meet the requirements of the job and your
role objectives, which will involve evening and weekend working.

4. About you
•

a) You will have a strong commitment to actively improving diversity and inclusion across
all your activities and interactions, enshrining the principles of equity within your day-to-day
work and the organisation as a whole.

•

b) You will be a creative and passionate individual, keen to get behind and support a cause,
in this case the NHS and public health.

•

c) You will be able to demonstrate a commitment to improving the experience of volunteers
and the staff who work with them.

•

d) You will enjoy looking for opportunities to enhance products, services and ways of working.

•

e) You will enjoy a fast-paced and results-oriented style of working, using your initiative to get
things done efficiently and to a high standard.

•

f) You will be committed to your own continuous professional development and can
demonstrate recent evidence of this.

5. Other requirements
•

a) You will be committed to the values and principles upon which the NHS operates.

•

b) You will have the ability to work flexibly to meet the needs of the role.

•

c) You will have the ability to travel between hospital sites in west London.

•

d) You will have no envisaged barriers to obtaining DBS disclosure.
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How to apply

Visit our website
to find out more
about our current
job opportunities.

Further details about this role, including our online application
form, can be found at:
www.imperialcharity.org.uk/about-us/join-the-team
Interviews for this role will take place during w/c 22 August.
Please note:
All job offers with Imperial Health Charity are subject to
satisfactory pre-employment checks and references. The DBS
check level required for this role is enhanced.
Please ensure that one of the referees you provide is your
most recent employer. Professional contact details should be
provided for referees where possible (i.e. company/org emails
and or HR departments).
Imperial Health Charity reserves the right to close job adverts
early if sufficient applications are received prior to the
advertised closing date.

