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Role Description: Books Service Co-ordinator  

Role Outline 
To be involved in the organisation of the Books Team, meeting new volunteers, gaining feedback 
from existing volunteers and helping to organise and distribute rotas and essential information to 
the team of volunteers. 

We would like a minimum commitment of 12 months. This can vary depending on the level of new 
starters.  

This role is flexible. The Coordinator will need to be contactable to resolve any shift problems and 
other queries and occasionally undertake shifts if there is no other cover. We don’t expect you to be 
on hand daily, but you may need to respond to messages within a few hours of receiving them.  It 
would also be helpful if you could identify a person on your team to act as your deputy 
should the need arise. 

There is a 2-hour Board meeting on the 2nd Monday of the month which you may be asked to attend 
if available. 

Team Shifts and numbers 
Number of volunteers to be confirmed 

Location  

Books for sale are displayed on shelves in Outpatients, Blood taking, Poplar Place and the Urgent 
Care Treatment Centre. 

The Book Store is located in the Octopus Centre.  We also sell jigsaws in the Outpatients 
Department, which is situated next to the Help Desk. 

Why we need you...  

The coordinator is the link between the volunteer and the Charity trustees, and all of the volunteers 
on the Book Team so it’s a vital role in our communication with each other and enabling the Book 
Team to operate efficiently.  A report is usually required once a year to the trustees to update how 
the Book Team is performing. 

The Service Co-ordinator should maintain contact at agreed intervals with any member of 
his or her team throughout any pro-longed period of absence due to illness or for family 
reasons 
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What is the impact of this role? 

 The book shelves are seen to be topped up and that the book store is tidy at all times 

Purpose of the role 
 To be a Co-ordinator and support the recruitment and induction of new volunteers  
 To be involved in the organisation of the Book store, ensuring that shelves around 

the hospital are topped up and to sell books to third parties 
 To oversee the Book Team, meeting new volunteers, gaining feedback from existing 

volunteers and distributing rotas and essential information to the team of volunteers 
 When books are received they are checked on the internet to see if the online 

retailer is interested in buying the book.  If not, they are sorted into paperbacks that 
go on the shelves. (Books of religious, diet or sexual genre are not put onto the 
shelves).   

 To deal with queries from volunteers and swiftly sort out any problems 
 Report any issues to the Board of Trustees 
 To attend a biannual meeting of the Volunteers Working Group which includes Co-

Ordinators from all the other Volunteer services 
 

N.B. In order to maximise the income received, two members of the Team have been selling items on the 
internet, which include, books, Cd’s and Dvds.  The main internet purchaser is Ziffit.com.  They are then 
processed and wrapped and sent via courier or taken to a collection point for the company.                                                                                                                             
Although we accept hardback books there are not sold within the hospital.  If they are not wanted by the online 
book buyer, they are put into black boxes and when they are full (usually 20) they are collected by World of 
Books for recycling.  We receive money for these books.                                                                                                                                                            
We do not sell DVDs/CDs in the hospital these can be sold on online as well. 

 
Have you got what it takes? Are you able to: 

 Communicate and listen effectively.  
 Work with others as part of a team 
 Be helpful, patient, calm and friendly  
 Manage difficult situations that might arise between volunteers or because of the rota 
 Be a good organiser of your own time so that the role isn’t too demanding 
 Be flexible and willing to improve the service at all times. 
 Refer to and work within guidelines 
 Keep up to date with any changes that the volunteers might need to know about 

 

 

What’s in it for you? 
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 You are key to the success of the Books Team as a useful and informative place for 
hospital users to turn to 

 You’ll learn about the hospital and how it works 
 You’ll meet new people and get to know the work of the Friends of St Cross 

Learning and development 

To ensure you have the skills and knowledge required for this role, you will need to complete around 
5 hours of induction, training and development within the first 4 weeks 

You will also receive a copy of the Volunteers Handbook which contains a summary of the UHCW 
Policies and Procedures 

Safeguarding 

The Trust is committed to ensuring the safeguarding of vulnerable individuals in its care. All 
Staff/Volunteers have a responsibility to be vigilant and raise concerns immediately. 

What can you expect from us?  

You will be fully supported by the Board of trustees and other service coordinators. 


