
 

 

 

 

Job Description 
 

Job Title:  Projects and Volunteering Lead  

 

Location:  London NW5  

Reporting to:  Director  

Time Frame: Permanent  

Responsible 
for: 

- 

Salary Band: Officer   

Salary Range: 
Whole time rate £30,400-£33,300 depending on experience;  
pro-rata starting salary for this role: £24,320 

Hours:  28  

 

Job Purpose: 

 
To enable Healthwatch Camden to reach local people, consult and engage local people 
about health and social care; to support local people to achieve improvements in local 
health and social care services and to get the best out of the services they use.   
 
To take a lead on supporting project development, ensuring that a consistent system of 
planning and monitoring projects is in place; to lead on recruiting and supporting 
volunteers to help us with reaching and engaging local people.  
 

 

Principal Accountabilities  

 

 To take part in annual planning of projects, to identify resources required and ensuring 

that our project planning takes account of the diversity of Camden’s population. 

 To lead development of systems for planning and monitoring projects, so that a 

consistent approach is used across the organisation 

 To support evidence gathering for projects – for example, helping at outreach events 

or organising focus groups or conducting telephone interviews. 

 To support preparation of project findings – for example by transcribing and analysing 

interviews, or by researching relevant references. 

 To support production of project reports, including, for example, proof reading.  

 Work collaboratively with other members of the team to develop funding bids, and 

other income generation initiatives.  

 To work collaboratively with local people to develop project plans.  

 To develop contacts with volunteer networks in Camden and set up systems for 

gathering insight and feedback from these networks. 

 Develop and implement an effective strategy for volunteer management, working with 



 

 

 

other members of the team to ensure a consistent approach. 

 To take responsibility for the recruitment and induction of volunteers; and to share 

responsibility with colleagues for coaching and supervision of volunteers to specific 

projects.  

 To ensure that our systems for working with volunteers encourage participation from 

under-represented and/or disadvantaged groups, for example people with learning 

disabilities, people from refugee communities.    

 

 
Person Specification  
 

 Essential Desirable 

Knowledge, 
Skills and 
Experience  

 Strong research and analytical skills, with the 

ability to extract information and present 

findings that are relevant and appropriate for 

the target audience 

 Project management experience to include 

effective progress and spend tracking  

 Excellent communication skills, both written 

and verbal  

 Volunteer management experience  

 Track record of engaging with diverse range 

of volunteers 

 Knowledge of good 
governance  

 

 Proficiency in social 
media  

 
 
 
 
 

Qualifications  Educated to degree level  
 

 Project 
management 
qualification  
 

 
This should be read in line with the Core Skills document.  


