Job Description

	Job Title:  Volunteer & Tree Planting Coordinator 

	[image: image1.jpg]Nottingham
City Council

i&.



Department:     Commercial, Environment & Residents
Service:            Resident Services
Grade:               G
Post reference number: 


	1 Job Purpose
To provide day to day coordination of the Nottingham Green Guardians volunteer programme for Nottingham’s parks and open spaces and wider city greenspaces.   Ensure that volunteers are safe and well supported, whilst helping to develop the range of volunteer opportunities available.  To provide coordination to the council’s tree planting programme and its targets ensuring the right tree, right place approach is adopted and through a well organised maintenance programme.


	2 Principal Duties and Responsibilities

	1. To work with the corresponding Volunteer and Tree Planting Coordinator to plan, develop organise and deliver the outputs and outcomes of the Parks for People programme and the Green Guardians volunteer strategy.
2. To fully understand and maximise opportunities of the NCC’s volunteer management system through monitoring and updating data as well as the promotion of opportunities, recruitment of volunteers and the updating of all relevant volunteer data.

3. To act as the point of contact for Nottingham Green Guardians and improve communications with our volunteers via volunteer surveys, regular newsletters, website updates, social media as well as dealing with volunteer enquiries.
4. To carry out all the necessary administrative tasks required to deliver the Green Guardians volunteer programme and undertake evaluation.  

5. To deliver volunteer schemes and projects and lead volunteer sessions within parks and open spaces to support colleagues within Greenspaces & Natural Environment in leading volunteer conservation and engagement sessions to help build confidence of others to work with volunteers.

6. To promote and celebrate the achievements of volunteers of the Nottingham Green Guardians volunteer programme; to volunteers, colleagues, members, partners and external organisations so that the true value of volunteers is recognised.

7. To work in partnership with partners and external organisations to develop and delivery new volunteer opportunities within parks and open spaces and other citywide greenspaces.

8. To engage with local communities to encourage and enable more people to get involved in the Nottingham Green Guardians volunteer programme.

9. To support and engage with current volunteers including Nottingham Open Spaces Forum, Friends of Groups and corporate volunteers as well as individual volunteers.

10. To develop, organise and deliver Volunteer Leader training to colleagues within Greenspace & Natural Environment more general training to volunteers eg health and safety, safeguarding.

11. To ensure that volunteer activities have the necessary health and safety risk assessments and paperwork in place to keep volunteers safe.

12. To deal with issues, enquiries and complaints relating to Nottingham Green Guardians Volunteer Programme and to ensure a timely response is provided.

13. To apply for funding for future volunteer and tree planting projects.

14. To organise tree planting projects and working with Councillors, colleagues and external Partners to implement them.

15. Project managing tree planting such as Highway trees and ensuring correct locations are identified, relevant searches are carried out and working with internal colleagues and external Contractors to plant trees.

16. Develop and implement NCC’s online tree sponsorship programme allowing customers to choose a tree to sponsor and working with colleagues to ensure the tree is planted and a maintenance regime is in place.


	3 All staff are expected to maintain high standards of customer care in the context of the City council’s Core Values, to uphold the Equality and Diversity Policy and health and safety standards and to participate in training activities necessary to their post.

	

	4 This is not a complete statement of all duties and responsibilities of this post.  The post holder may be required to carry out any other duties as directed by a supervising officer, the responsibility level of any other duties should not exceed those outlined above.

	

	

	

	

	6 Post holder’s immediate supervisor: Strategy & Development Manager 

	

	Prepared by/author: Claire Smith Harris 

Date: August 2025 

	Job title: Strategy & Development Manager


	Note: This section should only be included in job descriptions issued to employees and should not be sent to all job applicants.

I understand and accept the job duties and responsibilities contained in this job description.

Signature:







Date:


Person Specification

	Job Title: Greenspace Delivery Manager
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	Areas of 

responsibility
	Requirements
	Measurement

	
	
	P
	A
	T
	I
	D

	Technical 

	Knowledge and experience of managing volunteers including promotion, recruitment and retention.
	
	(
	(
	(
	

	
	Knowledge and experience of use of social media, website and newsletter for communication
	
	(
	
	(
	

	
	Knowledge and experience of organising successful volunteer activities and events
	
	(
	(
	(
	

	
	Experience of using a volunteer management system
	
	(
	
	(
	

	
	Experience of working with different partners and developing partnerships
	
	(
	
	(
	

	
	Ability to organise and deliver training to volunteers and to colleagues
	
	(
	
	(
	

	
	Knowledge and experience of tree planting
	
	(
	
	(
	

	
	Ability to project manage tree planting activities and work with colleagues and external partners to achieve this goal
	
	(
	
	(
	

	
	Experience in applying for funding and providing evidence to release the funds
	
	(
	
	(
	

	
	Experience of working with and support a range of community groups
	
	(
	
	(
	

	
	Ability to evaluate numerical and literary information and write reports for a range of audiences
	
	(
	
	(
	

	
	Experience of working on own initiative to meet strict deadlines and objectives
	
	(
	
	(
	

	
	Ability to promote and secure safe working practices
	
	(
	
	(
	

	Teamwork and Communication
	Experience of and the ability to work as part of a team to achieve desired objectives
	
	(
	
	(
	

	
	Ability to communicate with both staff and the public, in person, in writing and by phone, including the ability to give presentations
	
	(
	
	(
	

	
	Ability to represent the Greenspace & Natural Environment service at a range of meetings and with diverse stakeholders.
	
	(
	
	(
	

	
	Ability to manage difficult situations tactfully and diplomatically, always ensuring a professional approach.
	
	(
	
	(
	

	
	Experience of and the ability to prioritise own work.
	
	(
	(
	(
	

	
	Ability to develop effective working relationships and partnerships with volunteers, voluntary groups, colleagues, local Councillors, other agencies and the community.
	
	(
	
	(
	

	
	Experience of using PC-based information systems for record keeping and communication
	
	(
	
	(
	

	Equality and Customer Care
	Understanding of and commitment to, the Council’s Equal Opportunities Policy.
	
	
	
	(
	

	
	Commitment to providing high standards of customer care.
	
	(
	
	(
	

	
	Ability to ensure that services reflect local area needs and are responsive to the community.
	
	(
	(
	(
	

	Work Related Circumstances
	Possession of a full driving licence and willing to travel on council business, mainly within the City boundary, but occasionally to other locations.
	
	(
	
	(
	

	
	Willingness and ability to vary hours of work to suit operational needs including occasional evenings and weekends.
	
	(
	
	(
	

	
	Be willing to attend training courses relevant to your position.
	
	(
	
	(
	

	
	Willingness to comply with the City Council’s non-smoking policy.
	
	(
	
	(
	

	

	P: Pre-application      A: Application      T: Test      I: Interview      D: Documentary evidence
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