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Volunteer Role Description                 
Role title 
Independent Events Team Volunteer Organiser 

Purpose of your role 

To help to plan, coordinate and organise the work of the Independent Events Team volunteers, and 
to attend events in accordance with the Independent Events Team Volunteer role description if 
desired. This will allow NWT to expand the number of events we attend to promote the work of the 
Trust 

Type of work you will be involved with 

- Contact organisations on the events list to check whether they are holding events 
- Check local listings for upcoming events and discuss with NWT staff whether it would be 

beneficial for NWT to have a presence at these events 
- Discuss with NWT staff which events are being attended and by whom 
- Contact Independent Events Team Volunteers and check who is available to cover each 

event – ideally at least 2 volunteers should be assigned to each event, although lone 
working may be permitted if required 

- Complete any booking forms required and send to event organisers, including any fees 
payable 

- Be the first point of contact for volunteers before, during and after events 
- Keep a record of which events were attended, how many people were spoken to, and on 

which topics 
- Keep a record of volunteer hours at each event, and produce a total of volunteer hours 

spent by the whole of the Events Team for the volunteer annual report 

Skills and abilities you will be using in your role 

- Very good organisational and time management skills 
- A willingness to respect and implement health and safety policies and procedure 
- Able to work under your own initiative  
- Responsible & reliable personality 
- Enthusiasm and passion for wildlife, conservation and the work of Norfolk Wildlife Trust, 

with the ability to inspire this in others, would be beneficial 

You will work at 

Bewick House in Norwich, or occasionally from home as required, and attendance at events in 
accordance with the Independent Events Team Volunteer role description as desired. 

Times/days we would like you to be available  

Entirely flexible and dependent on what events are being attended by NWT volunteers, but this role 
will require you to be available on average 2 days per week. There are likely to be more events at 
weekends from March to October 

Benefits to you 

- Chance to work with a friendly supportive team  
- Chance to gain an inside look at the way a large wildlife charity works  
- Opportunity to expand your knowledge of wildlife and conservation 
- Opportunity to improve your administration skills 
- Chance to get to know and work closely with other volunteers and members of NWT staff 
- Opportunity to work outdoors in a variety of locations around Norfolk if desired 
- Reimbursement of travel costs 
- Full training will be given 

Your supervisor 

Volunteer Coordinator 

Notes/special requirements 

Own computer is desirable. A mobile phone or landline, and a willingness to share the number with 
volunteers is essential. 

 


