
Role Description
Project Support Volunteer

Title: Project Support Volunteer
Responsible to: Capability Development Lead
Main Purpose of role: To work alongside the team to provide specific support to the
successful delivery of one of HWC’s projects.
Minimum time commitment: Minimum of 1 full working day per week required for a
minimum of 6 months
Location: Hillingdon Women’s Centre and home based depending on business needs.
Hours: 9am-5pm

The Role:
We are seeking a highly organised and efficient volunteer who can offer support to
projects within the organisation. The role will be largely assisting the project team on
the Workplace Safespace programme. You’ll need to be able to take initiative and be
able to multitask effectively to ensure we meet our deliverables. We need volunteers
who are passionate about ending gender based violence and are keen to be involved in
supporting a small charity.

Task description

1. Undertake project related research and investigation as required in the
organisation.

2. Supporting the Workplace Safespace project team with specific tasks pertaining
to planning and development of the project i.e researching articles and statistics,
drafting newsletters, researching potential speakers and external
communications.

3. Keep in regular contact with the project team with progress and updates on set
tasks

4. Support across other projects/services in the organisation in a research or
administrative capacity as required

5. Represent the Women’s Centre in an appropriate manner by adhering to all
equality and diversity guidelines and use inclusive language when
communicating

6. Comply with all policies and procedures and work within all GDPR guidelines
7. Attend volunteer supervisions with Capability Development Lead as necessary

Volunteer Profile
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Essential:
1. A good level of written and oral communication
2. Strong research and organisation skills
3. Excellent IT skills and open to learning new technologies if required
4. Able to engage with the community and can work independently
5. Proactive with a strong sense of initiative
6. Willingness to take on different tasks, to respond feedback, to work flexibly and

to meet deadlines
7. Willing to read and keep updated about the women’s sector and be committed to

the values our charity embodies

Desirable:
1. Good understanding of women’s issues and awareness of domestic abuse
2. Experience using online tools such as Canva, Buffer or Mailchimp would be

advantageous
3. Previous experience working in, or coordinating projects
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