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Candidate Pack 
 

Branches Hostel is the service provider of Waltham Forest Churches Night Shelter (WFCNS).  
The Hostel is based in Waltham Forest, east London, providing short-term accommodation 
for former rough sleepers and homeless people.  
 
 

Branches Hostel is a welcoming, supportive and dynamic environment   

 
 

 
 

This Candidate Pack contains the following information: 

• Our Journey  

• Values and Behaviours 

• Role Profile – Job Description and Person Specification 

• Benefits  

• How to Apply  
 
We welcome applications from all sections of society including people with lived experience 
of homelessness, or other forms of social exclusion.  We hope you find this pack helpful and 
are encouraged by what you read.  If you decide to apply, we look forward to talking to you 
about the role you can play in WFCNS’s future.  
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Our Journey 

September 1996 - Waltham Forest Churches Night Shelter (WFCNS Ltd) came into being as a 
registered charity. We provided overnight accommodation for 10 single homeless people in 
a local church.   
 

1999/2000 - We supported 250 homeless people and moved 32 people into permanent 
accommodation. 
 

November 2000 - We opened a winter shelter, which ran until March 2001. During that 
time, we supported 300 people and moved 38 people into permanent accommodation. 
 
2004 - We secured planning permission to provide a Day Centre and Night Shelter. In the 
same year, we moved to Meadow House, 740 Forest Road, London E17, providing a 24/7 
support service for 25 homeless people.  
 

 
                                                      Meadow House 

 
2005 to 2008 as a Day Centre and Night Shelter we helped 300 people each year by 
providing overnight respite, a place to freshen up and a hot meal.   
 
2007/2010 - with funding from the Local Government Association and the London Borough 
of Waltham Forest, WFCNS secured planning permission to re-develop the site on 740 
Forest Road, E17.    
 
2010 - Meadow House was demolished to make way for our purpose-built premises, 
‘Branches’ Hostel.  During the re-build, we moved to a temporary hostel on Lea Bridge Road.   
 
March 2011 - We opened our purpose-built ‘Branches’ Hostel for 27 single homeless men 
and women on the former site of Meadow House - 740 Forest Road, E17. 
 
 
 
 
 
 
 



 

Waltham Forest Churches Night Shelter (WFCNS) - Branches Hostel - Charity No. 1086888                4 | P a g e  
 

Why we provide the services we do 
 
Our origins are embedded in meeting the needs of former rough sleepers and street homeless 
people.  Over the years, we have progressively developed new projects and refined our services.  We 
have been proactive in listening to the experiences of those who used and continue to use our 
services. We have taken learning from individuals, improving and shaping services to their needs.  
We will continue building on our successes as well as developing our services.  

 
In 2020, in response to individuals’ needs, we are recruiting an in-house CBT Practitioner. 

 
The causes of homelessness are hugely complex and varied, personally pertinent to each individual. 
Staff in Branches Hostel work as a partnership with individuals supporting them to address the 
underlying complex consequences including alcohol or drug misuse, poor physical and mental 
health,  and reduced education attainment and employment opportunities.  

 
Staff teams in Branches Hostel provide support, advocacy and counselling shaped to individuals’ 
needs.   We offer skills training, education and learning opportunities, volunteering experiences, 
rehabilitation services, and pre-employment support either in-house or through our wide network of 
specialist external partners. 
 

 
 

Empowerment is a key component of our service offer.  
Individuals have choice and control. 

 
All support offered and provided is targeted towards assisting individuals who are striving to turn 
around their lives in challenging circumstances.  We cannot do this for individuals but we can do this 
with them.   

 
We cannot do this alone. Volunteers are a key part of our success. They bring much-needed talent, 
skills and life experiences to share with the client group. As important, are the opportunities for 
individuals living in Branches Hostel to volunteer within the local and neighbouring communities. 
Volunteering experiences can help towards developing self-confidence, building social networks and 
lead to employment opportunities.   

 
The ideal end result for anyone living in Branches Hostel is where an individual feels she / he has 
regained enough self-confidence and control over their life so that they are in a better place and 
better able to take the next steps towards achieving their aspirations....  
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 Our Values and Behaviours in Service Provision 
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Providing Shelter, Enabling Independence  
 

Role Profile  

Post Title:  Volunteer Co-ordinator  
 

Salary: £25,000 - £28,000 per 
annum  

Direct reporting to: Supported Housing Operations 
Manager (SHOM)   

Contract:  37.5 hours per week 
 

Additional:  The role requires some weekend and evening work. 
 

About us  

Branches Hostel is located in Waltham Forest.  We provide short-term accommodation, support, 
advocacy and counselling for former rough sleepers and single homeless people.  We are the only 
hostel in the borough accepting people with multiple complex needs - mental health, alcohol and 
substance use.  People who use our services are striving to re-claim their confidence and self-
sufficiency to live an independent life. 
 
Our Values are fundamental to every aspect of service delivery:  

People are at the centre of everything we do 

Empowering individuals to achieve their aspirations and independence 

Support tailored to individual needs  

Dignity and respect in all areas of service provision   

 

Our Behaviours reflect how we work within our Values, in that we: 

• Provide all services with empathy and respect - individuals have choice and control  

• Encourage growth and self-development in all those we support   

• Are proficient, using our time and resources effectively 

• Are creative problem solvers, with a ‘can-do’ attitude  

• Work collaboratively across teams, with individuals and stakeholders, focusing on the best for the 
client group.  

 

This is the culture we want embedded throughout our organisation. 
 
If you are passionate about engaging volunteer commitment, will be proactive in securing 
volunteering opportunities for the client group, and share our values, we want to hear from you. 
 

About the role   

This is a varied and hugely rewarding role, working with volunteers and the client group to ensure 
that we achieve the maximum positive changes for people living in Branches Hostel. 
 
The Volunteer Co-ordinator is the key central support for volunteer recruitment and client 
engagement in the wider volunteer journey at Branches Hostel. 
  
An essential part of this role will be your ability to communicate, network and provide excellent 
customer service to a broad range of stakeholders, from people enquiring about volunteering roles to 
individuals living in Branches Hostel who are looking to volunteer.  
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About you  

In this key role, you will drive forward an ambitious volunteering and development strategy.   
 
We are looking for a strong communicator who is passionate about the importance of volunteering. 
As our Volunteer Co-ordinator you will have an entrepreneurial spirit to effectively provide our 
volunteer programme.   
 
To be successful you will be proactive, solution-focused and will bring experience of networking, 
developing relationships and supporting volunteers. 
 

Job Purpose  
 

 

• Vet, recruit, assess and train volunteers in line with our recruitment processes 

• Provide support and supervision to volunteers within agreed standards 

• Publicise the service to potential volunteers and build new partnerships in the borough and 
neighbouring boroughs 

• Main point of contact for volunteering enquiries, new and established volunteers 

• Provide training to volunteers and co-ordinate appropriate external and internal training 
opportunities 

• Work with the client group, Support and Resettlement team and voluntary sector organisations 
to develop the volunteer programme and ensure that the work of volunteers complements our  
work 

• Deliver excellent volunteer management: monitor and evaluate service provision; and  manage 
the CRM system, ensuring data is kept up to date 

• Deliver the volunteer programme to meet KPIs 

• Build and manage strategic relationships with key community stakeholders  

• Act in compliance with our policies and processes at all times, ensuring our data is stored and 
managed in line with GDPR  

• Work within the policies and procedures of Branches Hostel 

• Participate in supervision, agreed training and networking opportunities. 

• Uphold our safeguarding principles and processes to the highest standard 

• Communicate the successes of the organisation to our supporters through our media channels 

 

Person Specification – Volunteer Co-ordinator   
 

When you complete your Supporting Statement you will need to answer the essential knowledge, 
experience, skills and abilities’ requirements below.  
 
To be effective in the role you will be able to evidence in your Supporting Statement and 
demonstrate at interview the following:  

Essential Skills and Experience  
 

• Excellent written skills – succinct and comprehensive communications. 

• Excellent interpersonal skills - interacting and communicating with the client group and 
volunteers. 

• Track record of managing volunteers effectively - ability to motivate and support volunteers to 
provide consistent support to vulnerable adults   

• Experience of developing networks and relationships with a wide range of partners and 
stakeholders  
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• Experience of delivering small to medium-scale programmes from start to finish 

• Skilled at delivering engaging training sessions and organising events 

• Solution-focused, self-motivated and pro-active  

Essential Abilities  
 

• Initiative – able to provide and deliver solutions to issues arising in volunteer engagement. 

• Excellent self-management:   
       -  able to take responsibility for own work and manage this effectively;  

- planning and organising work so that deadlines, targets and standards are met; and  
- prioritising and managing conflicting areas of work. 

• Ability to be solution focused and self-motivating and be accountable for your own work. 

• A self-starter, with a ‘can do’ attitude to day-to-day work and problem solving. 

• Flexibility and able to provide solutions to working with people who may be reluctant to engage 
with services; and able to work flexibly in a creative, pragmatic way for clients. 

• Solid IT ability. 
 
 

Other  

• A commitment to working flexibly and creatively in response to changing organisational 
requirements. 

• Ability to challenge oneself and others appropriately.  
 

Additional job requirements 

• Work outside normal office hours, as required. 

• Occasional lone working.  
 
 

Desirable skills and experience  
 

- Understanding of the UK charity sector 
- Knowledge of the communities in Waltham Forest and east London  
- Experience of working with homelss people directly in challenging environments and 

understanding of the challenges facing homeless people in London 
- Experience of delivering effective training and workshops to volunteers to support their 

development  
- Event management skills 

 

SS = Supporting Statement  
I = Interview 
 

The Volunteer Co-ordinator role requires the post-holder to have a current enhanced Disclosure 
and Barring Service (DBS) Certificate. 

 

 

 

 



 

Waltham Forest Churches Night Shelter (WFCNS) - Branches Hostel - Charity No. 1086888                9 | P a g e  
 

What do we offer in return? 

 
 

Working with us, and on successful completion of probation, you will receive an excellent 
benefits package which includes: 
 

• 22 days annual leave plus 8 Bank Holidays; rising to 25 days annual leave plus 8 days 
Bank Holiday 

• Employer’s pension contribution after successful probation; and increasing employer’s 
pension contribution of up to 8% of your gross salary 

• Paid sick leave – one week in the first year; rising to two weeks in year two   

• Training tailored to your career development and aspirations 

• Annual salary increments up to £28,000, linked to performance  

• Annual cost of living increments  
 
 

 
How to Apply 

 
If you can work within our values and behaviours and have the right attitude, skills and 
experience....and you are still interested in applying: 
 
1. Send in your CV and  
2. A Supporting Statement addressing the essential knowledge, experience, skills and 

abilities in the Person Specification.  
 
Your Supporting Statement is to be a maximum of two A4 pages, typed in minimum 11 point font. 

 
We will only shortlist for interview based on the information you provide in your CV and 
Supporting Statement.  
 
It is important that you address each essential area. 
 
On completion, please submit your CV and Supporting Statement to: 
hostelmanager@wfcbranches.org.uk with ‘Volunteer Co-ordinator Application’ in the 
subject line. 
 
 
Closing date:  Your application will need to be with us by Friday, 28th August 
             Applications will not be considered after the closing date and time.  
 
Interview dates:  Week of 7th September 

mailto:hostelmanager@wfcbranches.org.uk

