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THE ORGANISATION 
HANDS stands for Help a Neighbour in Distress Scheme: our aim is to improve quality of life for people living in 
Twickenham and St Margaret’s, especially the older, frail and isolated, and help them maintain their cherished 
independence. With our volunteers we provide practical support in non-specialist fields to those in need, as well as 
social activities, befriending and small acts of kindness. Practical support offered by volunteers includes shopping, 
transport, light gardening and small household jobs. Because of COVID-19, help has been restricted to shopping and 
telephone befriending, but we are beginning to resume other activities. We hope to re-start our Sunday Lunch Club, 
bi-weekly ‘accessible’ shopping bus and small group outings soon, all of which are run by regular volunteers. 
 
The office is staffed 9.30am – 12.30pm weekdays by a rota of experienced office volunteers who deal with a range of 
telephone requests as they come in.  Initially, requests for help are referred to HANDS by local social services, 
doctors, other voluntary organisations, family members and individuals themselves. Each new client is then assessed 
to establish if and how we can meet their needs. 
 
HANDS was founded in 1977. There are eight trustees, all of whom are, or have been, active volunteers. During the 
past year our volunteers have carried out over 1,500 tasks and made over 2,000 telephone calls to our clients.  
HANDS was joint recipient (with the other Richmond Neighbourhood Care Groups) of Richmond Council’s 
Community Group of the Year Award 2020. 
 
 

JOB DESCRIPTION 
We are looking for a motivated, highly organised and compassionate person to take over the central role of  
HANDS Co-ordinator.   
 
Job Title  HANDS Co-ordinator 
 
Hours of work  20 hours per week (over 5 days) 
 
Salary   Pro rata of £25,000 - £29,000 per annum, depending on experience  
 
Probationary period 6 months 
 
Reports to  The Board of Trustees 
 
 

MAIN PURPOSE OF THE ROLE 
To maintain and develop this highly personalised community service, co-ordinate the activities of the volunteers and 
oversee the smooth running of the organisation. 

 

KEY RELATIONSHIPS 
Clients and their families, office staff, our volunteers in the community, Trustees. Also Social Service teams, 
Richmond Community Volunteer Services (RCVS), other local care providers, I.T. support. 
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KEY RESPONSIBILITIES 
Service development and management 

• to be responsible for the day-to-day smooth running of the office and co-ordination of the work of the office 
and community volunteers 

• to ensure clients and volunteers receive appropriate help, advice and information 

• to recruit volunteers and complete their induction including DBS checks and ways of working guidelines 

• to support and oversee volunteers and ensure that regular and appropriate use is made of their individual 
skills 

• to meet with the HANDS volunteer befriending co-ordinator on a regular basis 

• to develop and promote projects and services offered by HANDS 

• support the Board of Trustees in identifying ways to achieve HANDS objectives  

• to organise social activities including local outings for small groups of clients  

• to liaise with local statutory authorities and keep abreast of legislation and local matters which may affect 
operations 

 
Monitoring and compliance 

• to oversee and develop new and increasingly digital data management systems 

• to ensure office processes are GDPR compliant 

• to develop and maintain appropriate processes and policies 

• to collate data and compile statistics relating to service usage including quarterly reports to Community 
Independent Living Service (CILS) 

• to assist the Trustees in writing the Annual Report 
 
Meetings 

• to attend and report to Trustees meetings (approx every 6 weeks) 

• to arrange quarterly office meetings 

• weekly check in with Chairperson on ongoing activity 

• to arrange and present a report to the Annual Meeting followed by a social event for volunteers  

• to arrange an annual volunteer social evening 

• to attend regular meetings with local neighbourhood care groups, statutory services and other care 
providers  

 
Communication and publicity  

• to write and produce newsletters for both clients and volunteers, at least bi-annually 

• to assist the Trustees in updating the website, leaflets and posters and creating new publicity material  

• to participate in events such as volunteer recruitment fairs 

• to represent HANDS when required 
 

PERSONAL SPECIFICATION  
Experience  

Essential 

• Office-based work 

• Co-ordinating programmes and projects 

• Supervision of others 

• Team work (as leader or as part of team)  

• Report writing  
Desirable 

• Work or volunteering in a not-for-profit organisation 

• Support/care work with, in particular, the older age group 
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Skills 

Essential 

• Strong IT skills including data bases and Office 365 

• Excellent administrative skills, written and verbal English  
 
Competencies  

Essential 

• Ability to organise a smooth-running office and to co-ordinate the work of the volunteer team 

• Ability to work closely and collaboratively with a broad range of people – colleagues, volunteers and clients 

• Self-motivation and emotional resilience 

• A considerate telephone manner and ability to empathise with and understand people’s needs 

• Common sense and judgement with problem solving 

• Ability to work with minimum supervision, manage working time efficiently and provide creative and 
workable solutions 

• Willingness to work flexibly  
Desirable 

• Understanding of voluntary sector 

• Familiarity with local area and other neighbourhood help groups 

• Understanding problems of living alone for the elderly/frail 
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