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	Person Specification – Volunteer Manager 


	Education/Qualifications:
	Essential
	Desirable

	· A relevant degree or equivalent business qualification and evidence of relevant continuing professional development
	
	(

	· GSCE Grade A-C in English and Maths (or equivalent)
	
	(

	Knowledge and Skills:
	
	

	· Ability to work effectively with Board, professional staff and service users
	(
	

	· Excellent organisation skills 
	(
	

	· Sound practical knowledge and understanding of budgeting and financial management 
	(
	

	· Highly organised with the ability to plan, prioritise and manage deadlines and ability to respond effectively to unforeseen events  
	(
	

	· Understanding of the broader NHS and social service sector, in particular the issues affecting substance misuse service users and their families
	
	(

	· Knowledge of health and safety and data protection legislation; facilities and estate management and safeguarding vulnerable adult and children.
	(
	

	· Thorough knowledge of charity governance requirements and ability to ensure compliance with statutory and legal obligations
	(
	

	· Ability to use Microsoft Office products such as Word and Excel (or equivalent) to a high standard
	(
	

	· Ability to multi task, prioritise work load, and use own initiative 
	(
	

	Experience:
	
	

	· Track record of working across several domains – finance, HR, Facilities, Business Administration
	(
	

	· Experience in working in the voluntary, community or social enterprise sectors with demonstrable experience in running a small organisation
	(
	

	· Experience in fundraising/income generation, including liaising and presenting to a range of audiences
	(
	

	· Experience in managing a small team, including performance management
	(
	

	· Experience in writing business documents; for example tender documents, funding submissions, complex business and project plans or similar
	(
	

	Personal Attributes:
	
	

	· Excellent interpersonal, communication (written and oral) skills and an ability to develop and maintain positive relationships with a wide range of stakeholders and partners
	(
	

	· Can exercise good judgement and make decisions based on evidence
	(
	



