
PCVS Job Description 
 
 
Job title: 
 

 
Development Support Officer – PA’s and Volunteers 

 
Contract: 

 
Fixed term contract – ends 31/08/2027 

 
Salary: 
 

 
£26,883 pro rata 21 hours per week post 

 
Hours of work: 
 

 
21 hours a week 
 

 
Reporting to: 
 

 
Senior Development Officer – Volunteering  

 
Job purpose 
 
To support the growth and development of the PA (Personal Assistant) Register 
and the Peterborough Volunteer database (Go-ViP) including promotion, 
recruitment and training. 
 

 
 
Key Responsibilities 

 
Promotion & Recruitment: 
 

 Alongside the PA Register Lead, promote and support the recruitment of 
PA’s and Volunteers by: 
o Attending Job Fairs, Education, Learner and Volunteer events 
o Developing promotional materials  
o Ensuring promotion of opportunities are widespread across all 

communication pathways 
 
Training & Skills Development:    
  

 To support the development of a training programme to upskill PA’s & 
Volunteers collating external/internal opportunities and identifying gaps that 
can be filled by an expanded offer.  

 To work with wider partners to make training available as ‘Digital Badges’ 
 
Micro Volunteering Development: 

 To work with the wider team to support the development and promotion of a 
range of ‘micro volunteering’ opportunities that can meet the needs of those 
who wish to volunteer on a one-off or short-term basis 



General 

 Support organisational learning, impact measurement and quality 
assurance activities. 

 Contribute to the strategic development of the charity as required. 

Additional Responsibilities 
 Provide communications information and monitoring reports as required 
 To deliver in line with Peterborough CVS Equality and Diversity Policy 

Statement, actively seeking opportunities to recognise the value of diversity 
and ensure equality of opportunity in services delivered  

 To comply with the PCVS Policies ensuring good health and safety practice 
 To carry out any other duties in accordance with the nature and scale of the 

post as may be required from time to time 
 

 


