
  
 
 

 

VOLUNTEER CO-ORDINATOR – HERITAGE PROJECT AT GREAT ST MARY’S 

ABOUT THE HERITAGE PROJECT AT GREAT ST MARY’S: 
 
Great St Mary’s is the university church at the heart of Cambridge. Thanks to a Heritage Lottery grant, we are 
launching a Heritage Education Centre featuring interactive touch-screens, a video-screening space and 
exciting new activities for schools and community groups. The project will investigate the remarkable history 
of Great St Mary’s and the significant role it has played in the history of the University and City of Cambridge. 
 

ABOUT THE OPPORTUNITY: 
 
This crucial and exciting role will involve working closely with the Heritage Education Officer to ensure that 
our Heritage Education volunteers are fully supported and efficiently managed, and that they feel valued and 
appreciated. 
 
The role will involve: 
• Contributing to volunteer recruitment efforts 
• Building and maintaining a database of volunteers  
• Implementing an online rota system to provide volunteer cover for the new Heritage Education Centre, 

setting all rotas and communicating with volunteers about their volunteering hours 
• Ensuring that volunteer hours are recorded accurately and collated each month in line with HLF 

requirements 
• Offering a friendly point of contact for advice and information to volunteers through face-to-face contact 

and by email 
• Assisting the Heritage Education Officer with volunteer interviews, inductions and training 
• Researching best practice and helping to formulate volunteer policies and procedures for a volunteers’ 

handbook 
• Undertaking administrative duties such as processing DBS (formerly CRB) checks 
• Organising volunteer feedback sessions, assessments and events to thank and celebrate our volunteers 
 
In the initial stages of the project, from September 2013, most volunteers will be undertaking historical 
research from home. As the heritage education centre opens from Spring 2014 onwards, volunteers will take 
on varied public-facing roles supervising the centre and working with children and the general public on 
educational activities, as well as assisting with administrative tasks. 
 
The bulk of the volunteer co-ordinator’s role will be carried out from home at flexible times to suit you. 
However you will need to be able to travel to central Cambridge approximately a fortnight for meetings with 
the Heritage Education Officer and events held at Great St Mary’s. Ideally we are looking for a long-term 
commitment to help our volunteering programme run smoothly from the start. 
	  

• Part-time: up to 12 hours per week 
• Long-term 
• Flexible hours, volunteering from home at any time to suit you 
• Trial period 

 



WHAT ARE WE LOOKING FOR? 
 
The suitable volunteer will need: 
 

• Strong organisational and administrative skills and experience with word-processing, mail merges 
and databases. Experience of managing rotas would be an advantage. 

• Excellent interpersonal skills. You will be approachable & self-aware, able to empathise with people 
from varied backgrounds and of all ages. Management experience would be an advantage. 

• Reliability and the ability to prioritise and produce results efficiently and independently while 
meeting deadlines. 

• A keen interest in volunteering and in heritage would be an advantage. 
• As the role will largely be carried out from home, you will need access to a computer. 

 

HOW TO APPLY: 
	  
Please complete an application form and return it to Rosie at heritage@gsm.cam.ac.uk. Rosie will then get 
back to you to arrange a short interview.	  
 
ANY QUESTIONS? 
 
Please get in touch with Rosie at heritage@gsm.cam.ac.uk if you’d like to discuss any aspect of this 
volunteering role. 
	  


