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POSITION DESCRIPTION
POSITION TITLE:	Volunteer and Foster Lead

LOCATION:	As per agreement

TEAM:	Animal Services

REPORTS TO:	National Volunteer and Foster Manager

DIRECT REPORTS:	Volunteer and Foster Administrators

PURPOSE:
The Volunteer and Foster Lead is responsible for managing the full volunteer lifecycle, including the attraction, recruitment, onboarding, development, retention, and offboarding of all Centre and Foster Volunteers within the region.

The role leads the implementation of policies, procedures, and engagement strategies that build a dynamic, committed, and reliable volunteer workforce—critical to SPCA’s success in achieving its animal welfare, community engagement, and organisational performance goals.
It contributes to the development and delivery of a national programme for Volunteers and Fosterers through close collaboration with the National Volunteer and Foster Manager.

The role supports the rollout and maintenance of strategic projects and initiatives that enhance administrative and operational systems, standards, processes, and policies across the volunteer lifecycle. It also involves collaborating with teams throughout the region to ensure consistent and effective volunteer practices. Some travel may be required to support regional activities and strengthen relationships with local teams.

	KEY ACCOUNTABILITIES
	KEY RESPONSIBILITIES

	Systems Leadership
	· Plan, implement, and oversee National Animal Service Volunteer and Foster projects under the strategic direction of the National Volunteer and Foster Manager.
· Introduce and support consistent volunteer processes that reflect SPCA’s vision and strategic goals.
· Develop and maintain centralised systems for centre and foster volunteer onboarding, induction, training, management, reporting, and tracking.
· Continuously improve strategies to attract, onboard, and retain high-quality centre and foster volunteers.
· Expand national volunteer systems to improve collaboration,
support, and expansion of community outreach.



	People Leadership and Collaboration
	· Provide leadership and oversight of the Volunteer and Foster team, ensuring clear roles, efficient workload management, and delivery of high-quality outcomes.
· Foster a collaborative, values-led team culture that encourages initiative, shared problem- solving, and continuous improvement.
· Ensure critical people practices (e.g. recruitment, performance management, training and development, recognition, etc.) are effectively applied and reflect acceptable employment practices.
· Provide training and guidance on national procedures and protocols to Centre based staff and National administrators.
· Build effective working relationships with external stakeholders to enhance programme reach and impact.
· Support the professional growth and development of team members through coaching, feedback, and access to learning opportunities.
· Champion the National Volunteer Programme within SPCA so high levels of service and care are provided to volunteers by all staff and departments.
· Support centres to reach their strategic goals and embrace volunteers as part of their teams.
· Collaborate across all teams to enable a culture of inclusivity and actively promote diversity within our volunteer programme.

	Operational duties
	· Use effective recruitment strategies to grow the number, expertise and type of active foster and centre volunteers available to the SPCA.
· Ensure preparedness of volunteer roles, position descriptions and performance review information.
· Create and maintain regional volunteer and foster inventory and ensure appropriate levels of foster supplies are maintained.
· Provide support for the recruitment and onboarding of centre and foster volunteer applicants, including processing where required.
· Schedule volunteer inductions, shifts, training sessions, foster appointments and events as required.
· Support in the development and retention of highly capable, co-operative, committed and enthusiastic foster and centre volunteers.
· Work with team to ensure all foster and centre volunteer are sufficiently inducted,trained and integrated into the team.
· Review foster and centre volunteer performance and ensure effort is recognised, valued and appreciated.



	Insight development
	· Undertake and analyse audits of operational practices across all SPCA centres, ensuring they meet national standards.
· Design surveys and analyse feedback from fosterers, volunteers, and staff to identify strengths, and areas for improvement.
· Use data to uncover inefficiencies and discrepancies in current practices.
· Research opportunities to enhance operational efficiency and improve user experience for fosterers, volunteers and staff. Create presentations of surveys and data.

	Data management
	· Utilise technology effectively to manage all the information and data concerning volunteers and fosters.
· Complete all administrative and reporting requirements in an accurate and timely manner.
· Follow process in the collection, storage and usage of all information.
· Work to capture and analyse metrics at all stages of the Volunteer lifecycle to enable data directed decision making.

	Resource creation
	· Ensure team deliverables meet predefined standards, quality and functionality.
· Contribute to post-delivery reviews and process improvements.
· Contribute to the creation and upkeep of a national library of standardised resources.
· Work with internal teams to develop and administer standardised training modules and materials for staff, centre and foster volunteers.

	Teamwork
	· Participate as a professional and constructive member of the Animal Services Team
· Attend team meetings as required.
· Contribute to the achievement of strategic and operational goals of the SPCA
· Act professionally and non-judgmentally
· Embody the SPCA values and strive to achieve the SPCA Mission

	Health & Safety
	· Ensure compliance with the Health and Safety Act 2015 by taking reasonable care of your own health and safety and ensure that you don’t cause harm to others.
· Comply with all health and safety instructions, policies or procedures, including but not limited to;
· reporting incidents and unsafe practices as soon as they occur
· identifying risks, reporting them and taking appropriate action to mitigate them
· knowledge, and compliance of, emergency procedures
· completing mandatory training within the required timeframes.



	Other duties
	· Provide support and assistance to SPCA events and campaigns as requested.
· Duties and responsibilities described above should not be construed as a complete and exhaustive list as it is not the intention to limit the scope or the functions of the position.
· Duties and responsibilities can be amended from time to time by the Employer to meet any changing conditions.



INTERNAL FUNCTIONAL RELATIONSHIPS:
· All SPCA staff and management
· Foster and Centre volunteers

EXTERNAL FUNCTIONAL RELATIONSHIPS:
· Contractors, external suppliers, partner organisations and business associates
· Community and corporate groups
· Donors, supporters and members of the public
· Other animal welfare agencies, rescue groups and charities
· Members of the public

PERSON SPECIFICATION:
Qualifications & experience
· Proven expertise in systems, project and operational leadership
· Strong knowledge of volunteer management and/or community engagement
· Advanced technology skills including the use of LLMs, Database Management and Microsoft suite
· Budget and financial management expertise
· Maintains a full, clean drivers licence with flexibility to travel as required
· Applicable qualification in leadership and/or systems management is desirable

Skills & competencies
· Demonstrates a strong work ethic and consistently delivers high-quality outcomes
· Maintains a high level of accuracy and precision across complex tasks and systems
· Upholds professionalism and integrity; leads by example and takes full accountability
· Shows empathy and emotional intelligence; supports others through challenging situations
· Communicates with clarity and confidence across all levels; manages conflict constructively and fosters open dialogue
· Plans and prioritises effectively; manages multiple responsibilities and adapts to changing demands
· Proactively identifies opportunities for improvement; applies strategic thinking to solve problems and drive innovation
· Leads people through influence, coaching, and collaboration; fosters a culture of trust, engagement, and continuous learning
· Leads systems and process improvements; identifies gaps, streamlines workflows, and supports organisational change
· Maintains a customer-focused approach, ensuring positive experiences for volunteers, fosterers, and the wider community
· Demonstrates a deep understanding of and alignment with SPCA’s mission, values, and strategic goals
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