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About us

We support the five
hospitals of Imperial
College Healthcare
NHS Trust: Charing
Cross, Hammersmith,
Queen Charlotte’s &
Chelsea, St Mary’s
and the Western Eye.

Imperial Health Charity helps our hospitals do more through
grants, arts, volunteering and fundraising.
We fund major redevelopments, research and medical equipment
at five London hospitals as well as helping patients and their
families at times of extreme financial difficulty.
Supporting the arts in healthcare, we manage an Arts Council
accredited hospital art collection and run an arts engagement
programme for patients and NHS staff.
We also manage volunteering across all five hospitals, adding
value to the work of staff and helping to improve the hospital
experience for patients.
Fundraising through major appeals and community events
enables us to continue our essential work.
How we work
The charity is governed by a Board of Trustees, chaired by David
Crundwell, and led by a Chief Executive, Ian Lush. Our central
offices are in Edgware Road, with satellite offices at the Trust’s
two other main sites. We are managed through six departments:
grants, arts, volunteering, fundraising,, communications and
finance.
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Our hospitals

Supporting the Trust,
we help our
hospitals do more
through grants, arts,
volunteering and
fundraising.

Imperial College Healthcare NHS Trust provides acute and
specialist healthcare for around 1.5 million people every year.
Formed in 2007, it is one of the largest NHS trusts in the country,
with over 14,000 staff.
Its five hospitals are:
•

Charing Cross

•

Hammersmith

•

Queen Charlotte’s & Chelsea

•

St Mary’s

•

Western Eye.

The Trust’s hospitals have a long track record in research and
education, influencing clinical practice nationally and worldwide.
The Trust also has a growing number of community services and
provides private healthcare in dedicated facilities on all of its sites.
As a key partner in our local health system, the Trust drives health
and healthcare innovation, delivering outstanding care, education
and research with local, national and worldwide impact.
Its promise is better health, for life.
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Our vision
We’ve recently
completed our
three-year
volunteering
strategy, engaging
almost 1,000
volunteers since 2017.

We’ve just completed our 2017-2020 volunteering strategy and
we’re proud of what we’ve achieved over the last three years:
• engaged 935 volunteers
• appointed 716 new volunteers
• 648 volunteers actively contributed during 2019/20
• achieved the Investing In Volunteers standard in volunteering
management
• ran a successful youth volunteering programme for
16 to 25-year-olds, with 169 volunteers taking part
• during our most recent annual volunteering survey, 95% of
volunteers agreed that their expectations of volunteering with
us had been met.
During 2020, in response to the COVID-19 pandemic we
successfully managed an emergency response at our hospitals,
engaging over 330 Crisis Response Volunteers (most of whom
we recruited during the pandemic). Our volunteers focused on
supporting staff wellbeing, ensuring our NHS colleagues had easy
access to food and basic provisions while at work.
Since then and as the pandemic has calmed and then intensified
again, we have been working to restart and rebuild our
volunteering programme to align with new ways of working and
the new realities of our health service.
Our approach is one of partnership, working with our hospitals,
bringing our knowledge and expertise on engaging volunteers
successfully, together with the hospital’s needs and expertise in
managing health and care safely.
Since the start of 2021 we have been working with our NHS
partners to deploy our Reserve Crisis Response Volunteers as well
as restart recruitment efforts so that we can support our hospitals
as they roll out the vaccine, continue to treat increasing numbers
of patients affected by the virus and help keep the health service
running, inspite of the current pressures. We also have over
400 volunteers who took an enforced break at the start of the
lockdown in 2020 - either due to their own health circumstances
or their roles no longer being accessible due to COVID-19
measures. Our challenge is to find ways to reintroduce or reinvent
volunteering roles which can make a meaningful difference to our
hospitals. The Volunteering Manager post is key to leading this
work at St Mary’s and Western Eye hospitals.

The role
We are recruiting
for a Volunteering
Manager to lead and
manage volunteering
at St Mary’s and
the Western Eye
hospitals.

Contract:
Permanent
Hours:
35 hours per week, primarily Monday to Friday with flexibility to
work regular early mornings, evenings and weekends (approx. 12
to 18 weekends/part weekends per year) as the role requires, for
which time off in lieu will be given.
Reports to:
Head of Volunteering
Salary:
Band 4 (£40,087 - £44,306) starting on £40,087
Place of work:
St Mary’s Hospital, with regular travel to our other hospitals in
west London and the charity’s main office on Edgware Road.
Probation period:
Six months
Notice period:
Two months
Recruitment process:
Shortlisted applicants will be invited to attend a formal interview,
including a presentation task and ‘meet the team’ activities.
Second round interviews may also be used as required.
Purpose of job:
The post holder will be responsible for the operational
performance of the volunteering department and delivery of our
current volunteering objectives at St Mary’s and the Western Eye
hospitals.
This post is responsible for ensuring that appropriate numbers
and calibre of volunteers are recruited, appointed, inducted,
trained, supported and rewarded in order to support our work
within the hospital. We want our volunteers to feel empowered
to deliver a high-quality experience for patients and staff and, in
doing so, have an outstanding and highly-rewarding volunteering
experience.
The post holder will build strong relationships with key hospital
staff, as well as across the Trust, to deliver an excellent standard of
volunteering experience, identifying new areas for engaging
volunteers as appropriate. The post holder will need to build and
maintain effective working relationships within the Paddington
and Westminster community to attract increased numbers of
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volunteers to support the hospital, particularly as we look to
reset and transform our volunteering programme following the
COVID-19 pandemic.
The post holder will oversee the day-to-day running of the
volunteering programme at St Mary’s and the Western Eye
hospitals, leading on the recruitment, selection and induction
of new volunteers. They will provide ongoing support and
communications to all volunteers, as well as the staff who work
with them.
The Volunteering Manager will also provide effective line
management for the Volunteering Support Officer for St Mary’s
and the Western Eye hospitals, working together to achieve our
ambitions for volunteering at the site.
The post holder will work closely with the Youth Volunteering
Manager and the Volunteering Managers at Charing Cross
Hospital and Hammersmith and Queen Charlotte’s & Chelsea
hospitals. As such, the post holder will need to work collaboratively
to ensure a consistent and quality service is offered across each of
our five hospitals.
The post holder will also be expected to take responsibility and
lead on one or more aspects of our volunteering programme
across the whole team.

HEAD OF VOLUNTEERING

YOUTH
VOLUNTEERING
MANAGER

VOLUNTEERING
MANAGER

VOLUNTEERING
MANAGER

VOLUNTEERING
MANAGER

(CHARING CROSS)

(H’SMITH/QCCH)

(ST MARY’S/W EYE)

VOLUNTEERING
SUPPORT OFFICER
(CHARING CROSS)

YOUTH
VOLUNTEERING
VOLUNTEERING
VOLUNTEERING
MANAGERSUPPORT OFFICER
SUPPORT OFFICER
(H’SMITH/QCCH)

(ST MARY’S/W EYE)

Safeguarding
At Imperial Health Charity we are committed to the safeguarding
and protection of children and adults at risk in our work. We will
do everything possible to ensure that only those who are suitable
to work with these vulnerable groups are recruited to work for us.
This post is subject to a range of vetting checks, including a
criminal records disclosure.
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Main duties and
responsibilities
The Volunteering
Manager will help to
grow our volunteering
community and
deliver a first-class
experience for our
volunteers and staff.

1.

Lead the design and management of volunteering
opportunities to support the needs of the NHS Trust,
attracting and recruiting new individuals to grow our
volunteering community and expand our impact.

•

Lead a strategy for engaging volunteers to meet agreed
high-level volunteer recruitment and engagement targets
at St Mary’s and the Western Eye hospitals by designing
new volunteer roles, identifying role profiles, key tasks and
responsibilities and risk management arrangements to add
value to teams and services at St Mary’s and the Western Eye
hospitals

•

Play the lead role in working in partnership with NHS
colleagues to identify opportunities to engage volunteers
which will support their work and current priorities, and plan
how to measure the impact of these placements on patient
experience and health outcomes

•

Where required, identify opportunities to design and introduce
volunteer opportunities within the wider community, with our
NHS Trust or other health and social care providers

•

Manage recruitment campaigns for new volunteering
opportunities, including advertising, selecting and onboarding
applicants

•

Work with the Youth Volunteering Manager to support the
design and development of placements suitable for 16-21 year
olds as part of our youth volunteering programme at St Mary’s
and the Western Eye hospitals

•

Ensure newly-appointed volunteers receive a high-quality
induction through our core training content, delivered either
through e-learning or by delivering face-to-face training
sessions or a blended combination of the two.

2. Cultivate and manage effective partnerships within the
NHS Trust, the wider health and social care sector and the
communities our hospitals serve.
•

Cultivate close, effective working relationships with senior
NHS stakeholders at St Mary’s and the Western Eye hospitals,
including, but not limited to, hospital site directors, site
operations teams, facilities managers, ward managers/lead
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nurses to ensure close alignment between hospital priorities
and volunteer placements/deployment, taking decisions,
juggling competing pressures and managing expectations
appropriately
•

Champion and lead our Volunteering Policy and principles
with all NHS stakeholders, embedding a positive culture of
value-added volunteer engagement within the hospitals

•

Ensure that NHS staff who work with volunteers complete
our required training/briefings in order to be great Volunteer
Supervisors and Champions, either through our e-learning or
by directly delivering content to them

•

Provide training, coaching, advice and regular support to
hospital staff to help them work positively with volunteers

•

Be responsible for ensuring that content/information about St
Mary’s and the Western Eye hospitals relating to volunteering
is kept up to date and accurate on the NHS Trust’s intranet, the
charity’s website and external community platforms

•

Build and manage relationships with educational institutions
and local community groups to promote volunteering
opportunities

3. Manage the day-to-day operations of the Volunteering
Department at St Mary’s and the Western Eye hospitals,
ensuring a high-quality and safe experience for volunteers,
staff and patients.
•

Be accountable for ensuring that all volunteers are onboarded
according to our policies and safer recruitment arrangements

•

Be accountable for ensuring that all volunteers are compliant
with regards to completing mandatory training, any required
repeat/refresher learning and any repeat vetting requirements

•

Actively monitor changing risk and safety arrangements
within the hospitals, ensuring that the risk factors associated
with volunteer placements are balanced with volunteers’
individual risk assessments

•

Actively manage any activity in relation to volunteers that
poses a reputational, health and safety or safeguarding risk to
the hospital and/or the charity, updating and escalating to the
Head of Volunteering as appropriate

•

Be responsible for resolving issues, problems and complaints
arising from volunteers, applicants and members of NHS staff,
applying our problem-solving policy appropriately

•

Contribute to the strategic development of the department,
by sharing successes, learning points and other observations/
experiences from St Mary’s and the Western Eye hospitals to
inform future direction

IMPERIAL HEALTH CHARITY - VOLUNTEERING MANAGER (ST MARY’S AND WESTERN EYE HOSPITALS) JOB PACK

•

Manage the accurate use and ongoing data maintenance
of our digital systems to manage volunteering, including;
our CRM system, online training platform and project
management system

•

Lead the management of our volunteer reward and
recognition schemes at St Mary’s and the Western Eye
hospitals, ensuring that these are timely and meaningful, as
well as accurately recorded

•

Manage a hospital-based office to cater for Volunteering
Department staff and volunteers onsite, ensuring that
appropriate risk assessments and risk management actions
are regularly carried out and adhered to by everyone using the
space

•

Liaise with NHS Estates and Facilities teams within the
hospitals to ensure that the hospital-based office meets their
required standards for infection prevention & control, hygiene
and any reporting requirements

•

Be responsible for ensuring adequate IT, DSE, furniture and
consumables is in place and maintained, liaising with the
charity’s Office Services Manager where appropriate

•

Take part in the out of hours on-call rota with the other
Volunteering Managers on a week-by-week basis, responding
to emergency calls from volunteers in the evenings and
weekends across all five hospitals and taking appropriate
action to resolve any issues, including adhoc travel to the
required hospital to provide hands on support

•

Run events and lead initiatives to thank and recognise
volunteers at St Mary’s and the Western Eye hospitals within
agreed budgets, as well as contributing to large events for all
of our volunteers

•

Be responsible for ensuring our Volunteering Policy is adhered
to and provide input to revisions and development of the
policy and our approaches

•

Produce accurate and concise reports for SMT, Trustee and
NHS stakeholder audiences to reflect the impact, priorities and
challenges of current activities at St Mary’s and the Western
Eye hospitals

•

Maintain an up-to-date knowledge and awareness of best
practice and current issues in the voluntary sector, specifically
within the context of the NHS and healthcare provision,
including safeguarding and the Disclosure and Barring Service

•

Deputise for the Head of Volunteering at meetings with
NHS and community stakeholders, other charity teams and
including chairing/facilitating team meetings and interactions
within the department, where required.
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4. Provide effective line management to the Volunteering
Support Officer
•

Line manage the Volunteering Support Officer for St Mary’s
and the Western Eye hospitals, including setting and
monitoring performance objectives aligned to departmental
plans

•

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

•

Provide robust, constructive feedback and coaching to help
the Volunteering Support Officer grow, develop and succeed
both in and beyond their role

•

Manage the allocated learning and development budget for
the Volunteering Support Officer, ensuring good value for
money and return on investment to help them reach their
agreed development goals.

5. Lead the charity’s onsite presence and emergency action
plans at St Mary’s and the Western Eye hospitals
•

As the senior member of charity staff based onsite, respond to
and co-ordinate onsite requests and enquiries from NHS staff,
patients and members of the public relating to the charity’s
wider work, representing the charity in a professional, efficient
and friendly manner

•

Act as an ambassador for and represent the charity in a
professional and efficient manner

•

Work closely with senior NHS stakeholders during emergency/
surge periods to manage expectations and provide
appropriate volunteer response to support St Mary’s and the
Western Eye hospitals

•

As and when circumstances require, lead our on-site hospital
response to critical incidents/emergency situations, including
the deployment of Crisis Response Volunteers within the
hospitals to support emergency tasks through physical onsite
presence and shift management

•

Cultivate a pool of reserve Crisis Response Volunteers for St
Mary’s and the Western Eye hospitals who can be quickly
redeployed in the event of a critical incident affecting the
hospital

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
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meetings, contributing agenda items and undertaking
assigned actions as required
•

Take an active part in and collaborate with peers and
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

•

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 fastmoving 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
The Head of Volunteering 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
We are looking for an
experienced and
highly motivated
Volunteering Manager
to join our team.

Experience
Essential
1. Experience of managing a volunteering programme based on
current sector best practice, including emerging trends and legal
implications
2. Experience of working with colleagues to identify volunteering
opportunities and developing plans to fulfil them
3. Experience in successful project management
4. Experience of managing an operation, deploying people and
resources, supporting and leading activities to achieve goals and
being responsible for managing risks and safety
5. Experience of planning, implementing and delivering training,
combined with an understanding of adult learning techniques
and theories, including the creation of supporting resources
6. Experience of measuring and evaluating impact
7. Experience of giving and receiving feedback objectively and
sensitively with a willingness to challenge constructively (ideally
with volunteers)
Desirable
8. Experience of working in a hospital environment with volunteers
9. Experience of line managing employees.
Skills, knowledge and ability
Essential
10. Ability to recruit volunteers at scale to meet organisational
needs and targets
11. Strong ability to use digital technology in all aspects of work,
including online platforms/solutions for managing volunteers and/
or training, CRM systems, project management systems, video
and multimedia tools as well as proficiency in Microsoft Office
programs (Word, Excel, Power Point, Outlook)
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12. Working knowledge of best practice in volunteer management
with the ability to develop policies and procedures, and advise
others on how these should be implemented in different contexts
13. Commitment to collaborative team work and inclusive working,
ensuring equality and valuing diversity
14. High level of organisational skills with the ability to prioritise,
co-ordinate and delegate tasks and work accurately under pressure to meet deadlines, as well as think creatively to solve problems
15. Good networking, social and interpersonal skills and proven
ability to build collaborative working relationships at all levels as
well as with external organisations
16. Ability to negotiate successfully, resolve differences between
groups and individuals, and diffuse difficult situations
17. Coaching, mentoring and facilitation skills, particularly in relation to volunteering and people management
18. Ability to influence, engage and motivate people to embrace
change or new ideas.
Personal qualities and behaviours
Essential
19. High standards of personal conduct, honesty and integrity
to engage and inspire the trust and confidence of multiple
stakeholders
20. A customer-focused approach, seeking to make systems,
processes and information accessible and user-friendly
Qualifications and education
Essential
21. Educated to degree level or appropriate experience in a related
role
22. Evidence of recent continuous professional development
Desirable
23. Volunteer management qualification
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Other requirements
Essential
24. Passionate about the benefits of volunteering to both
volunteers and the organisations to which they contribute
25. Commitment to the values and principles upon which the NHS
operates
26. Ability to work flexibly to meet the needs of the role, including
events and weekends to deliver training and events for volunteers
where required, and participate in an on-call rota
27. Ability to travel between hospital sites in west London
28. No envisaged barriers to obtaining enhanced disclosure.
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Benefits

We value our staff
and offer a range of
exciting benefits in
return for their hard
work and dedication.

•

Holiday entitlement
25 days per year plus bank holidays (increasing by one day a
year up to a maximum of 33 days), plus an extra day’s holiday
to be taken one week either side of your birthday

•

Maternity, paternity and adoption leave
Above the statutory minimum requirement

•

Sick leave and compassionate leave
Above the statutory minimum requirement

•

Sabbatical requests and volunteering leave
Sabbatical request available after five years’ service and
additional opportunities to take volunteering leave

•

Healthcare support
Upon successful completion of probation period, support
towards healthcare costs, including eye tests and dental, and
support with mental health through counselling; additional
access to gym discounts

•

Season ticket loan
Upon successful completion of probation period, an interestfree loan to cover the cost of a season ticket to and from your
place of work

•

Life assurance
Death in service payment up to three times your annual salary

•

Pension
We pay employer’s contributions of 10 per cent of your annual
salary to the charity’s workplace pensions, provided by Aviva

•

Staff Arts Club
Free entry to London galleries and discounts to music, cinema
and theatre events.

•

High street discounts
Access to a range of high street and online discounts through
the purchase of the Blue Light Card.
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How to apply

Applications for
the Volunteering
Manager role are
now open!

Please complete the application form on our website.

The closing date for applications is Sunday 14 March at 11.59pm.
Interviews will take place in person on or around Thursday 25
March and will consist of a formal panel interview.
Shortlisted candidates will also be asked to prepare a task and a
presentation in advance of the interview.

All job offers with Imperial Health Charity are subject to
satisfactory pre-employment checks and references. An
enhanced DBS disclosure is required for this role. Imperial Health
Charity reserves the right to close this advert early if sufficient
applications are received prior to the advertised closing date.

