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ROLE:			VOLUNTEER TRAINING & DEVELOPMENT MANAGER

REPORTING TO:	HEAD OF VOLUNTEER OPERATIONS

LOCATION:		GLASGOW 

SALARY:		c. £38,500 p.a.

HOURS:                           FULL TIME (35hrs per week)
 
SCOPE

Reporting to the Head of Volunteer Operations, the Volunteer Training and Development Manager is a senior member of the volunteer departmental team. 
 
This role is responsible for the management and delivery of volunteer training and development. The postholder will line manage a team of Trainer/Assessors and both Volunteer and Youth Development Officers working with them to train, induct, develop, upskill, and support our volunteers to deliver the services. This includes delivering first aid cover at events and in communities to support with both national and local emergencies. The role also oversees the Training Administrator/Office Manager operating out of our Edinburgh training centre of excellence. 

Ensuring a well-trained volunteer network that is supported and developed, the ideal candidate will be able to combine day-to-day operational activity and volunteer support requirements with strategic thinking to improve our training and development processes and grow our base of volunteers including our Thistle and Cadet programmes. 

The role spans line management, volunteer training, induction, development, and resource planning. You will also be required to develop close working relationships with the volunteers, in particular Regional Development Group Leads, Company Commandants and regional co-ordinators. You will work collegiately with other members of the volunteering team to effectively deliver the services and meet organisational objectives.

You must be passionate about supporting our volunteers and be committed to working as a team. 

PRINCIPAL RESPONSIBILITIES

Key Relationships (Internal)
· Regional Development Group Leads.
· Co-ordinators within each of the Regional Development Groups. 
· Company Commandants.
· The volunteers.
· The Director of Operations & Business Development / other members of Executive Leadership.
· The Head of Volunteer Operations. 
· Other departmental volunteer team managers.
· The Head of Commercial Training. 
· The staff team and officer’s responsible for the delivery of our volunteer function. 
Key Relationships (External)

· Other external training providers. 
· Voluntary Aid Societies – St Johns Ambulance & the British Red Cross.
· Awarding bodies.

Operations Management

· Line manages a team of Trainer/Assessors, Volunteer Development Officers, and the Youth Development Officer to support, train, develop and upskill the volunteers. 
· Manage the Training Administrator and Office Manager with the smooth and efficient running of the Edinburgh Training Centre of Excellence. 
· Undertake capacity planning and rostering to ensure the effective delivery of training and development activity to the volunteers. 
· Liaise with Regional Development Leads and Company Commandants supporting on any operational or conduct related matters as and when necessary. 
· Implement and continuously improve systems, policies, and procedures in respect of training, volunteer development and child and vulnerable adult protection. 
·  Ensuring our training materials and resources are maintained to a high standard, compliant with awarding body requirements where necessary and tailored to the first aid incidents our volunteers are likely to face. 
· Implement and monitor operational key performance indicators (e.g. number of courses delivered, volunteer training compliance, growth rates for youth programmes, volunteer satisfaction) and report through departmental frameworks.
· Lead service improvement initiatives to enhance volunteer training and development and uphold quality and safety standards maintaining compliance with relevant legislation including child and adult protection. 
· You will be required to fulfil the Designated Protection Officer role within the organisation and deputise for the Designated Protection Manager, as necessary.
· Oversee budget management for training and volunteer development, ensuring cost control and value for money.
· Work with the Commercial Training Manager to support St Andrew’s commercial training activity, increasing collaboration and cross working between departments. 

Volunteer Strategy & Development

· Support with the development and execution of a volunteer strategy aligned to the charity’s vision and aims.
· Support with overseeing competency‑based training and assessment in collaboration with others, ensuring syllabus, certification, and refresher cycles meet clinical governance requirements and national standards.
· Grow and develop our youth programmes (currently Thistles & Cadets) creating clear pathways for progression into volunteering. 
· Ensure that there are established pathways for volunteer learning and development including clearly defined co-ordinator role requirements and outputs. 
· Champion and oversee digital learning (e.g., volunteer portals and e‑learning) to streamline processes and improve the volunteer experience.
· Build and maintain strategic relationships with external stakeholders (local authorities, emergency services, other charities, training providers) to develop and grow opportunities and cross-working. 
· Contribute to organisational strategy and annual business planning, presenting training and development plans with measurable outcomes.

Leadership & Management

· Manage, mentor, and lead the training and development team fostering a high‑performance culture that fully supports the needs of the volunteers and meet organisational objectives. 
· Ensure effective performance management for staff, co-ordinating team and 1-2-1 meetings, setting objectives, providing feedback/coaching, and supporting development.
· Work collegiately and collaboratively with other managers from within the volunteer department to successfully deliver required outcomes and grow both our base of volunteers and the range of volunteering opportunities. 
· Undertake any other reasonable duties requested by St Andrew’s First Aid and the Head of Volunteer Operations and deputise for them where necessary. 

ESSENTIAL SKILLS

Leadership & People Management:
Proven ability to lead teams (employees and/or volunteers), build capability in dispersed structures and drive accountability and continuous improvement.
Operational Planning & Delivery:
Expertise in forecasting, rostering, and capacity planning to ensure we have a fully trained team of volunteers with clear programmes and opportunities for further development. 
Training & Safeguarding Awareness:
Understanding of first aid/service delivery standards, competency frameworks, quality assurance providers, and safeguarding principles.
Financial & Commercial Acumen:
Budget planning/management and cost control to ensure sustainability and value.
Communication & Stakeholder Engagement:
Excellent written and verbal communication, able to influence and collaborate with diverse stakeholders (volunteers, partners, public bodies).
Digital & Data:
Competence with volunteer management systems, e‑rostering, e‑learning, and data/reporting to inform decisions.
Problem‑Solving & Resilience:
Analytical, calm under pressure, decisive in complex operational contexts, with strong prioritisation and organisational skills.

Flexibility: Be flexible including undertaking periodic evening and weekend working. Undertaking training and assessing activity where necessary to meet the needs of the business, emergency cover at events as required and being part of an on-call rota as required. Be committed to continual professional development and supporting our commercial training operation as required. 

QUALIFICATIONS

Education & Experience

· Bachelor’s degree or equivalent.
· Demonstrable experience of working within a training and development role.
· Hold a Nationally recognised Training/Assessor qualification.
· Proven experience of managing a team of staff or volunteers within a multi‑site or regionally dispersed organisation.

Desirable

· Valid driving license with regular access to a car with appropriate insurance coverage.
· Experience of delivering first aid training courses. 
· Hold a relevant health and safety qualification such as an IOSH qualification. 
· Knowledge and experience of using a Volunteer Relationship Management System and/or Customer Management System. 
· Hold a L & D 9DI/The Assessors Award J8RR 04 Unit (Assess Learner Achievement in the Workplace Using Direct and Indirect Methods) or equivalent. 
· Hold a L & D 11 (Internal Verifier Qualification) or equivalent.



image1.png
D
AR
5

psT NG




