
PCVS Person Specification 
 

 
Job title: 
 

 
PCVS Development Officer –  PA’s & Volunteers 

 
Contract: 

 
Fixed term contract – ends 31/08/2027 
(Extension dependant on funding) 

 
Salary: 
 

 
£26,883 pro rata 21 hours per week post 

 
Hours of work: 
 

 
21 hours a week 
 

 
Reporting to: 
 

 
Senior  Development Officer - Volunteering 

 
Person Specification 
Essential 

 Experience of working with volunteers, community groups, or within the 
voluntary, community, health or public sector. 

 Experience of supporting recruitment, engagement or promotional activities. 
 Experience of organising or supporting events, workshops or training sessions. 
 Experience of working collaboratively with a range of stakeholders and partner 

organisations. 
 Experience of using IT systems and databases to maintain accurate records 

and produce reports. 

Knowledge 
 Understanding of the voluntary and community sector and the value of 

volunteering. 
 Knowledge of equality, diversity and inclusion principles and their application 

in service delivery. 
 Understanding of the importance of safeguarding, confidentiality and data 

protection. 
 Awareness of barriers that may prevent people from volunteering or working 

as Personal Assistants. 

Skills and Abilities 
 Excellent communication skills, both written and verbal. 
 Strong interpersonal skills with the ability to build positive relationships with 

individuals from diverse backgrounds. 



 Good organisational and time management skills, with the ability to manage 
competing priorities. 

 Ability to work effectively as part of a team and on own initiative. 
 Competent in Microsoft Office applications and confident using online 

communication and database systems. 
 Ability to develop engaging promotional materials and support 

communications activities. 
 Ability to collect, monitor and report information accurately. 
 Ability to identify training needs and support the development of learning 

opportunities. 

Desirable 

Experience 
 Experience of recruiting and supporting volunteers. 
 Experience of promoting opportunities through digital and social media 

channels. 
 Experience of developing or coordinating training programmes. 
 Experience of working with Personal Assistants or within adult social care. 
 Experience of supporting digital learning or digital badge initiatives. 
 Experience of developing or promoting micro-volunteering opportunities. 

Knowledge 
 Knowledge of local voluntary and community services within Peterborough. 
 Understanding of person-centered approaches and independent living. 
 Awareness of current volunteering trends and best practice. 

Other Requirements 
 Willingness to travel across Peterborough and attend occasional evening or 

weekend events as required. 
 A flexible approach to working arrangements to meet service needs. 

 
 


