
 

 
 

Trainee & Volunteer Coordinator Role 
 
The Centre for Better Health (CBH) is a community charity that supports people in their personal 
recovery from mental ill health and that promotes wellbeing.  Based across two sites the services 
include an affordable counselling service, a community hub and a social enterprise aimed at 
developing work based skills.   
 
Job Purpose 
Trainees are referred to one of the businesses based at the Social Enterprise for a time limited 
placement.  These businesses are: 
 

 Artisan Sourdough Bakery 

 Bike Shop 

 Light Industrial Manufacturing 
 
The purpose of this role is to develop motivated trainees, encouraging them to build their 
professional work skills that will support their recovery and lead them to employment or further 
training programmes.   
 
Reporting to the Services Manager, you will lead on the day to day experience of trainees on 
placement in the social enterprise and ensure that they are supported after their placement to access 
training, volunteering or employment where appropriate. You will also be the main point of contact for 
volunteers based at the social enterprise. The role is varied and would suit an individual who likes 
meeting and working with others in a community setting, likes to lead and take on responsibility and 
is proactive.  
 
The social enterprises are dynamic and engaging places to work. We work in a unique way with a 
broad spectrum of individuals and offer a psychosocial supportive environment.  
 
Main Duties  

 Main point of contact for trainees & volunteers on placement in social enterprise. Supporting 

trainees in building confidence, self-esteem and general skills that will help them progress toward 

social inclusion by way of employment. 

 Provide support to trainees (and staff) as appropriate.  

 Liaise with staff about progress of trainees, including leading fortnightly meetings as well as 
recording progress and outcomes 

 Interview potential trainees; capture training goals and hold reviews as appropriate 

 Assist with the organisation and also the management and delegation of tasks. 

 Provide supportive feedback to staff members and trainees in a professional manner at all times. 

 Provide appropriate reports for staff members and trainee’s development. 

 Perform volunteer and trainee interviews and inductions when necessary. 

 Ensure processes and systems for monitoring of activity and outcomes are adhered to and 
where necessary input into development, marketing and social media. 

 Liaise with external partners such as training placements, employers or colleges to find routes 
out of the project and successful outcomes for trainees where appropriate 

 
 
 
 
 



    
 

 
 

Person specification 
Job Knowledge & 

Experience  qualifications 

and/or practical knowledge, 

experience and skills  

 

Experience of working in community setting. 

Confident IT skills including Word, Outlook and Excel.  

Experience and ability to work in partnership with external 

organisations.  

Coaching or training experience with diverse groups. 

Experience of monitoring and evaluation.  

Communication skills  

Ability to communicate 

information concisely and 

sometime in a sensitive way 

 

Professional communication skills, able to communicate with 

colleagues, clients and service users, in person, by telephone 

and in writing.  

Ability to hold boundaries 

Able to build positive relationships with external stakeholders 

such as mental health referral teams and possible employers. 

Complexity and Creativity  

Range of duties, how 

knowledge is applied, 

opportunities for problem 

solving, suggestions  

Ability to solve problems within area of work.  

Ability to work with a variety of tasks.  

Accurate and thorough approach.  

Enjoys generating and responding to ideas.  

Ability to apply set procedures.  

Enjoys developing service provision and improving systems.  

Attitude and approach to 

work  

 

 

Strong appreciation of interpersonal skills.  

Flexible and motivated team member.  

Proactive and able to take on responsibility.  

Awareness of diversity issues and works in a positive non-

discriminatory way, sensitive to the mental health needs of 

others.  

Ability to be discreet and hold confidential information.  

 
This is offered as a 5 day a week with the possibility of flexible work hours. For the right candidates 
we would also consider job sharing. 
 
Salary: initial £21k p.a. 25 days leave per annum plus bank holidays. 

 
To apply 
If you would like to apply for this post please complete the application form that can be downloaded 
from our website at http://www.centreforbetterhealth.org.uk/get-involved/current-vacancies/ . 
 
Forms should be emailed to services@centreforbetterhealth.org.uk with the post you are applying for 
in the subject line of your email.  
 

 Deadline for applications Fri 28th Sept 5pm:  
 

We recruit based upon equality of opportunity for all and candidates will be selected for interview 
based upon their skills, qualifications and experience.  This post is subject to an enhanced DBS  
Check and is exempt from the Rehabilitation of Offenders Act. 
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