
 

 

 
PROGRESS HOUSING GROUP 

 
JOB DESCRIPTION 

 
 

Post Title: 
Progress Involvement Assistant - 
Volunteering 

Grade: Living Wage/Kickstart 

Department: Housing Operations Post No:  

Responsible to: Progress Involvement Manager   

 

Job Summary 

 
The role involves assisting the progress involvement team to plan and deliver volunteering 
opportunities in our communities.   
 
It will involve working with colleagues and tenants to develop and deliver volunteering projects 
such as garden make overs and community events, so if you have ever planned a get together for 
friends and family this could be the role for you. 
 
It requires good organisational and communication skills verbally, written word and visually. 
 
Full training and coaching will be provided with the aim of giving you an insight into social housing, 
volunteering and working with professionals and tenants within our communities. 
 

Duties and Responsibilities 

 

1. Collecting information about potential volunteering opportunities and people who want 
to be involved in volunteering.   

2. Production of promotional material to share details of the volunteering opportunities. 

3. Helping to plan and organise the event, including making sure that any equipment and 
tools are available  

4. Working with teams from across the Group to promote the volunteering opportunities 
available to assist with team building days. 

5. Attending customer involvement events and community locations to promote the 
projects and volunteering opportunities. 

6. Keeping accurate records of the events held, including what was achieved and who 
took part. 

7. Liaising with the Marketing Team to promote the projects, before, during and after the 
event. 

 

Corporate Responsibilities 

 
1. Work in line with the Group’s core values 

 
2. Participate in the Group’s Personal Review and Development Plan (PRDP) process. 
 
3. Comply with the Group’s Equal Opportunities, Customer Care and Health and Safety policies. 



 

 
4. Undertake any additional learning and development considered relevant to the performance of 

the duties of this post and in furtherance of the Group’s objectives. 
 
5. Adopt a corporate, coordinated and co-operative approach to working. 
 
6. Any other duties to reflect the changing workloads and priorities within the department 
 
 

Signature: Diane Nash Date: 9 September 2021 

 

 

 

 
 



 

PROGRESS HOUSING GROUP  
 

PERSON SPECIFICATION 
 
 

Post Title: Progress Involvement Assistant   

    

Department: Housing and Operations Post No:  

 

CRITERIA 
METHOD OF 

ASSESSMENT 

Qualifications 
 
1. Good general standard of education 

 
2. Computer literate (Word, Excel, Outlook, file management). 
 

 
Application Form 

Certificates 

Behaviour and skills 
 
1. Ability to work well as a team member and under pressure, plan and 

manage workload. 
 
2. Conscientious and committed to providing quality services to 

customers. 
 
3. Ability to maintain confidentiality. 
 
4. Good communication skills - both verbally and in writing.  
 
5. Behave in a professional manner with customers and colleagues.  

 
6. Commitment to the Groups visions and values. 

 
7. Creative ideas on how to providing information clearly. 

 
8. Positive attitude and the ability and willingness to identify 

opportunities to make improvements. 
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