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Job Title:  Befriending Service Co-ordinator 

Responsible to: Community Empowerment Manager 
Responsible for: Staff and volunteers as appointed 
Salary:   £25,000 - £28,000 per annum + 6% pension (pro rata) 
Hours:   14 Hours per week 
Holiday:  25 days plus bank holidays per annum (pro rata) 
Based at:  Laurels Healthy Living Centre 
Contract:  Initial fixed term for 9 months (renewable subject to funding) 
 

Purpose of Job: 

 
Develop and deliver a high-quality, safe and sustainable befriending service for vulnerable 
older adults in Haringey who are experiencing loneliness and isolation in order to promote 
their independence, health and wellbeing.  
 
In particular, you will be responsible for: 
 
1. Recruiting, training and supporting volunteers to ensure the smooth running of the 

befriending service in line with the policies and procedures of The Bridge Renewal Trust.  
2. Taking the lead in promoting the befriending service for older residents. 
3. Co-ordinating the service delivery and impact measurement on a day-to-day basis and 

providing support to volunteer befrienders and service users to ensure operational 
excellence and delivery against plans. 

4. Developing and maintaining a good working relationship with various partner agencies 
and funders. 
 

Principal Tasks 
 
Service and project delivery 
 
1. To deliver a high quality befriending service for older residents in Haringey.  
2. To recruit and select befrienders for the project. Ensuring there is a thorough and robust 

selection process in place for potential befrienders.  
3. To prepare and train befrienders for their role so that they can offer effective support to 

service users.  
4. To ensure there is a clear process for the identification and referral of service users.  
5. To visit, assess and prepare service users for their involvement in the service.  
6. To match service users with befrienders according to clear guidelines.  
7. To ensure that participants in the project are adequately safeguarded and that 

safeguarding policies and procedures are adhered to by all volunteers.  
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8. To support and supervise befrienders and help them develop in their role. 
9. To set up and maintain the systems necessary to record information regarding the 

service.  
10. To monitor the befriending relationships to ensure they are operating successfully and 

that outcomes for the individuals involved are being met.  
11. To evaluate the overall effectiveness of the service and the outcomes achieved. Prepare 

regular reports accordingly including the number of users, outcomes for service users 
and the service as a whole, recommendations for improvements and future 
developments for the service. 

12. To contribute to budget planning for the befriending service and manage allocated 
budget producing regular financial reports as requested.  

13. To ensure that delivery against plans and risks and issues for relevant areas of work are 
effectively managed and reported to the Community Empowerment Manager.  

14. To work with other Trust staff and managers in the delivery of joined-up of activities that 
promotes the independence, health and wellbeing of service users. 

 
Leadership and management of people 
 
15. To provide effective line management and support for relevant staff, contractors and 

volunteers to ensure performance targets are met. 
 
Facilities management 
 
16. To assist with maximising opportunities for use of our community facilities.   

 
Income generation and fundraising 
 
17. To undertake fundraising initiatives to ensure the sustainability of the Befriending 

Service. 
 

Community involvement 
 
18. To ensure community engagement in the Befriending Service through local networks, 

events and promotional materials distributed through a range of methods: website, 
social media, events, word of mouth and outreach activities.  

 
Partnership working 
 
19. To take opportunities to develop delivery partnerships including developing and 

maintaining effective working relationships with local residents, Trust service users, local 
representatives, voluntary and community groups, statutory and public sector 
organisations, businesses and funding bodies. 
 

Communications and marketing 
 
20. To contribute to the development and implementation of the Trust’s communication 

strategy and marketing activities in particular leading on the befriending service.  
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21. To lead on the preparation of marketing materials and reports befriending service 
activities including case studies, good news stories.  

 
Team working 
 

22. To promote a positive team environment and work well as part of the Trust staff team to 
co-ordinate activities and resources in order to meet Trust charitable purpose.  

 
Customer care 
 
23. To be responsible for promoting high levels of customer care within your own areas of 

work. 
 
Equality 
 
24. To understand, promote and implement the Trust’s equality policy, recognising social 

and cultural diversity in the delivery of services, management of facilities, contract 
management and staff/volunteer recruitment and management. 

 
General 
 

25. To comply with the statutory provisions of all Health and Safety, associated legislations 
and all Trust policies and procedures including commitment to ethical and 
environmentally sustainable practices. 

26. To be able to work flexible hours to meet community needs including working some 
evenings and weekends. 

27. To undertake appropriate training as and when required. 
28. To recognise that the principal place of work is as stated in the Job Description – 

however, the Trust has other venues from which you may need to work as required. 
29. To recognise that the above mentioned responsibilities are neither exclusive nor 

exhaustive and the post holder may be required to carry out other duties commensurate 
with the grade of the post. 
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Person Specification – Befriending Service Co-ordinator 

Qualifications 

 Criteria E D Assessment 

1.  Graduate or equivalent level X  AF 

2.  Evidence of continuous professional development.  X  AF 

 

Experience 

 Criteria E D Assessment 

3.  Experience of successful volunteer co-ordination and 

management including recruitment and supervision. 

X  AF/Interviews 

4.  Experience of developing training and support systems 

for volunteers from a wide range of backgrounds and 

with different abilities. 

X  AF/Test/ 

Interviews 

5.  Track record of building productive relationships with a 

diverse range of partner organisations, funders and 

stakeholders – in particular to promote volunteer-based 

service delivery. 

X  AF/Interviews 

6.  Experience of preparing reports including impact, 

outcome and financial information. 

X  Interviews 

 

Skills, Knowledge and Abilities 

 Criteria E D Assessment 

7.  An understanding of the needs of older people and 

knowledge of methods of assessing their needs. 

X  AF/Interviews 

8.  Excellent team working skills and also able to work on 

own initiative. 

X  Interviews 

9.  Ability to communicate effectively both orally and in 

writing, including telephone skills, writing funding 

applications and producing reports for diverse audiences. 

X  Interviews 
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10.  Ability to plan, organise and prioritise work to meet tight 

deadlines. 

X  Interviews 

11.  Good knowledge and understanding of key legal/policy 

areas including: adults safeguarding policies and 

legislation, risk management, equal opportunities and 

working with volunteers. 

X  Interviews 

12.  Proficient in the use of Information Communications 

Technology including MS Office, Publisher, Twitter and 

Facebook. Adaptive and able to pick up new technologies. 

X  AF/Interviews 

13.  Readiness to work flexibly, recognising the need to work 

evenings and some weekends. 

X  Interviews 

 

Other requirements 

 Criteria E D Assessment 

14.  Willingness to undergo enhanced CRB/DBS Disclosure X  Interviews 

 

Note:  

E = Essential 

D = Desirable  

AF = Application Form/Supporting Statement 


