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Volunteer Role Description  
 

 
 
 

Volunteer Role  
 

Sector Specific  Volunteer  

Team  
 

Clients Services  Teams in based in London, Birmingham & 
Greater Manchester  

Location  
 

Remotely  

Hours  
 

Weekdays between 10:00am -5:00pm  

 
 
About the Team & Volunteer Role  

 
Sector Specific Volunteers  lead on one -to -one specialised appointments with  

refugees and people with refugee backgrounds to achieve their career aspirations.  

The goal of the appointments  is to provide targeted support and address specific 

goals  that are within volunteer’s area of expertise . 

Through the duration of the volunteering, you will be working with different Advisors 

based at Clients Services Team s who supports clients nationally.  

It is a varied role that is suitable for those who are comfortable with supporting 
different client at each session using the information shared with them prior to an 

appointment. Each session is scheduled based on volunteer’s availability that can be 
provided up to four weeks in advance via our Volunteer Portal. Changes in the 

schedule can be made in one working day notice.  
 
Typical tasks include  

 
• Creating tailored CVs and cover letters ; 

• Pathways into the sector -  identify routes into sector, requirements, sector 
bodies ; 

• Accessing job sites with clients, and helping them prepare for interviews with 
a more in -depth understanding of the sector;   

• Improving clients’ digital skills;    
• Create action plans for employment -  looking at roles, events/networks to 

join etc to reach short -long -term goals ; 

• Meeting 1:1 with clients and tailoring support to their needs ; and  

• Making notes from the sessions and adding them to client's records.  
 
When and where I will be volunteering?  
 
We offer regular appointments to our clients continuously through the year. We are 
looking for volunteers  who are willing to commit to 2-4  volunteering appointments  
per month (a typical appointment is 1 -1.5 hours long) for  a minimum of 6  months of 
regular volunteering.   
 
Each session is organised via MS Teams by a member of staff.  All details including 
link to a session will be shared with you in advance  via our Volunteer Portal.  
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What skills , knowledge and experience do I need?  
 

• Experience of working in the U K  
• K nowledge of UK job market and recruitment processes  
• Experience or interest in helping with CVs, cover letters, and job applications  
• Can -do attitude and problem -solving mindset  
• Attention to detail  

• Excellent communication and listening skills  
• Compassion and the ability to put people at ease  
• Reliability, flexibility, and commitment  
• Basic IT skills and access to a laptop  

 
What will I receive in return?  

 
• Making a real difference by directly improving the lives of refugees and 

helping them to build brighter futures ; 
• Joining a welcoming and inclusive team where you can meet new people and 

build meaningful connections ; 
• Developing personally and professionally by using your existing skills, gaining 

new ones, and building experience that strengthens your confidence and CV ; 
• Take part in learning, development, and engagement opportunities designed 

to support your growth ; 

• Benefit from regular check -ins focused on your wellbeing, progress, and 
feedback ; and  

• Receive a professional reference after 3 months of volunteering to recognise 

your contribution and support your future goals . 


