





Thornbury Volunteer Centre

Recruitment of Development Coordinator

Introduction

1. Thank you very much for expressing an interest in our Development Coordinator vacancy.  These notes are intended to introduce the role, how we propose filling it and some background about the Thornbury Volunteer Centre.

What is Thornbury Volunteer Centre? 

2. Thornbury Volunteer Centre (TVC) is a charity managed by a (voluntary) Management Committee.  The Development Coordinator is the charity's sole member of (paid) staff.  They run the charity under the overall control of the Chair of the Management Committee and with the help of unpaid Volunteer Coordinators who run the office and carry out many of the day-to-day tasks.

3. TVC is the volunteer development agency for Thornbury and district. It promotes, supports and develops volunteering and provides a service which matches volunteers with organisations that need voluntary help.

4. TVC helps organisations find volunteers for recurring and one-off projects, works with them to identify and develop new volunteering opportunities and advises organisations on good practice when working with volunteers.

5. In relation to people wanting to volunteer, TVC's role is to advise potential volunteers about volunteering opportunities - which may include both regular and one-off placements and it can offer potential volunteers support and advice throughout their volunteer experience.

What does the Development Coordinator do? 

6. The main tasks of the Development Coordinator are set out in the job description.

7. If you would like to visit the Volunteer Centre for an informal chat and to learn more about our work please email recruitment@volunteer-thornbury.co.uk.  

Salary, hours and place of work 

8. You will be paid an hourly rate of £13.50 per hour and will be required to work 15 hours per week. Holidays equivalent to 5.6 weeks (inclusive of Bank Holidays) calculated pro-rata.
 
9. There is flexibility as to which days and the exact distribution of hours you would work, however it is anticipated that you would attend for a minimum of 2 hours per session.  

10. As part of your hours you will be required to attend the bi-monthly meetings of the Management Committee, up to a maximum of 6 per year.  These meetings are normally held in the evenings, either at a Committee member's house in the Thornbury area or by Zoom.

11. Also as part of your hours you will occasionally be asked to work in the evenings or at weekends for pre-arranged events, for example in the evening at the Thornbury Christmas Lights switch-on celebration or on Saturdays at various Spring/Autumn sales.  

12. Your normal place of work will be Thornbury Volunteer Centre, The Town Hall, High Street, Thornbury BS35 2AR.

What is the selection process?

13. On receipt of your application we will consider the information you provide about your skills/competences.  Those assessing your application will not have access to your personal details. 
   
14. We will identify, from the applications we receive, the applicants who appear to be the most suitable.  They will be invited to interview to identify the best candidate.  

15. Interviews will take place on Wednesday 1st April 2026. At the interview you will be asked questions regarding the competences outlined in the job description. 

16. If you are offered the role we will carry out checks on your identity and right to work.

 
Making an application & closing date

17. To apply for the position of Development Coordinator please either:-
 
a. email a copy of your CV with a covering letter explaining why you think you are suitable; or
b. fill in the application form (to be found on the website)

18. Please email your application to recruitment@volunteer-thornbury.co.uk.  

19. The closing date for the receipt of applications is Monday 16th March 2026

To help us find the best person the more you can include in your application on how you meet the competences in the job description the better. You might like to use the STAR framework:  describe the Situation, the Task, the Action (you took) and the Result.  Examples can be taken from any part of your life. 
