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Recruitment of volunteer mentors and 
befrienders 
 
 
Volunteer role and person specification 
Before recruiting any volunteers for your mentoring/befriending scheme, be clear about the 
role and tasks that you want them to undertake.  By putting together a volunteer job 
description and a person specification (see examples on pages 6-8) it will help you to clarify 
the skills and experience you are looking for and you can then assess potential volunteers 
against these for suitability for the role.  This means that equal opportunities principles should 
be applied to recruitment practices.  
 
Other things to think about are the level of supervision that your volunteers will receive, how 
you will implement this and give feedback and support.  Also, whether there will be measures 
in place for rewarding or recognising volunteers such as certificates, volunteer events and 
involvement in organisational social activities. 
  
Where to find volunteers? 
First of all decide on the target audiences you want to reach, the places these people might 
go and what methods might be most suitable to reach them.   
 
Some of the following may be useful methods for recruiting: 
 
 Volunteer Centres act like employment agencies for voluntary work in their local area. 

By registering with them and providing details of volunteer roles available, they will 
refer on any individuals interested in volunteering for you.  [Search the ‘Volunteer 
Centre Finder’ at www.volunteering.org] 

 
 Posters and leaflets work best when care is taken with the messages they contain and 

the locations they are placed in, and that they are appropriate to the people you want 
to attract.  Put posters up where you know they’ll be read, and where you think people 
likely  to volunteer for you will be – youth clubs, community centres, shops, cafes, 
clubs, libraries, GP and dental surgeries, places of worship, job centres, colleges, 
gyms and so on.  

 
 Local newspapers are often keen to find local stories, so a story on the anniversary of 

your scheme or other key event could be an opportunity to raise awareness and the 
paper may be happy to run a feature on the work that your volunteers do.  National 

http://www.volunteering.org/
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papers can also help - the Guardian’s ‘Society’ jobs section often runs ads from 
organisations wanting to recruit volunteers (but there is a charge for this).  

 
 Talk to a local radio station as they may be happy to run a recruitment promotion for 

you or broadcast interviews with volunteers and staff to raise awareness. 
 
 Give a talk at a sports club, youth club, community group etc., to get people interested 

in your scheme and hopefully in becoming volunteer mentors/befrienders.  
 
 Word of mouth is one of the strongest reasons people give for volunteering. If people 

hear from a friend or neighbour that volunteering with you is rewarding they pay more 
attention than when they read a poster. Of course, this means that volunteers have to 
find their time with you interesting and enjoyable, making this another reason why 
good practice is so important. One drawback to word of mouth is that it may reinforce a 
lack of diversity, as people tend to have friends whose age, background and outlook 
are similar to their own.  

 
 Websites - there is a volunteer recruitment website called 'Do-it', where you can post 

vacancies through your local Volunteer Centre (or directly, if you’re a national 
organisation or a branch of one), see www.do-it.org.uk.   

 
Selection process & guidelines 
You will need to adapt the following selection processes to suit your own mentoring / 
befriending scheme.   

 
Application forms 
 
Asking volunteers to complete an application form can be useful to record basic information 
that is needed and is appropriate e.g., name, address, skills and experience.  Make sure you 
are clear about what information you need from the potential volunteer and why (see sample 
application form on page 28).  
 
Depending on the type of mentoring/befriending scheme you operate, you may feel that it 
isn’t helpful to assess potential volunteers by using an application form as this can be a 
barrier for some people to volunteering.  If this is the case, using a more informal application 
form, such as a profile questionnaire, to find out about volunteer interests and backgrounds, 
can help with matching up volunteers with clients at a later stage. 
 
If you wish to obtain information for equal opportunities monitoring purposes, then this should 
be asked for on a separate form and kept separately from other personal details.  Make sure 
that the reasons you are asking for this information are stated clearly on the form and that 
potential volunteers are aware that this is voluntary information.   
 
Interview 
 
Interviews are a two-way process and in most instances they will differ from interviews for 
paid posts in that you will not be selecting from a number of people to fill one vacancy. If it is 

http://www.do-it.org.uk/
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a selection process and not all volunteers will be taken on by the scheme, people should be 
made aware of this at the outset.  
 
The interview can be structured and organised without being unnecessarily formal. The 
beginning of the interview can be used to remind people of the purpose of the discussion and 
to check that you have people’s personal details correctly recorded.  
 
Tell the potential volunteer about your organisation and their role and answer any of their 
questions so that they can decide if they are interested in becoming a volunteer with you.  
You will also need to ask the volunteer about themselves and what they have to offer so you 
can decide if you are interested in taking them on. 

It is useful to have a set of questions prepared for the interview as this will provide structure 
to the interview and ensure that all applicants are treated fairly and equally. 

 
Key things to tell the volunteer about: 

 the organisation/scheme and the role of volunteers 

 any training and support offered  

 your expectations of volunteers (include a brief outline of policies that impact on 
volunteers)  

 time commitment (frequency and duration) 

 resources available to volunteers  
 
 

Key things to find out from the volunteer:   
 

 why they want to volunteer with your organisation/scheme or do this type of work 

 what they hope to gain from volunteering 

 relevant skills, interests and experience 

 understanding of relevant issues or client groups 

 time availability 

 resources they will need (induction loop, reimbursement of care costs, support from 
outside the organisation) 

 contact details for referees 

At the end of the discussion both you and the volunteer together should be in a position to 
agree whether you want to proceed further. If you are not certain that the volunteer has the 
skills or experience to carry out the role you will need to explain this, making it clear that your 
assessment is based on the requirements of the role description and person specification (do 
think carefully about whether the role description can be adapted if the volunteer has some of 
the necessary attributes).  
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Occasionally you may feel that you want to talk to a colleague or trustee, or feel that it may 
be useful for the volunteer to meet an established volunteer before proceeding. A 'trial period' 
may also be useful for both parties. This is perfectly reasonable but it is important to be open 
with potential volunteers about what you are suggesting and why. 

At the end of the interview you should be in a position to check whether the volunteer has any 
further questions or information to give you; check that they have the necessary information 
to take away; agree what will happen next and when you expect to be in touch again.  

 
References 
Requesting and obtaining references gives you, and your clients, added security.  
References can add to your picture of a volunteer helping you to identify their strengths and 
weaknesses and occasionally alerting you to serious problems. They also help to confirm that 
the volunteer is who they say they are. (See sample Reference Request Form on page 35).  
 
However, it is worth bearing in mind that a lot of potential volunteers may not have been 
employed, or may have been out of employment for some time.  In order to avoid creating 
barriers, you will need to be flexible about who you will accept a reference from.  As well as 
previous employers you could think about suggesting social workers, probation officers, 
religious ministers, tutors, people working in day centres etc., that the volunteer attends or 
anyone else that they have an official relationship with.  
 
Some organisations decide that they want at least one reference to be a personal reference 
from a friend because these are the people who know the volunteer best.   
 
Also think about the length of time you want the referee to have known the volunteer – if you 
ask for too long a period of time, you will again be creating barriers for many people.  

Also bear in mind that if a potential volunteer has never had to provide a reference before it 
can be quite scary and seem very formal and off-putting. Make sure you explain why you ask 
for references, what information you ask a referee for and what you do with the references.  

Occasionally, someone will want to volunteer for you who is completely unable to provide a 
reference e.g., an asylum seeker who has not been in the country very long.  You will need to 
make a balanced assessment of the risks involved and decide whether there is a safe way of 
involving them. You may be able to adapt some of your procedures e.g., involving them only 
in group activities and would need to explain fully to them why they were being treated 
differently so that they don’t feel singled out.  

 
Probationary period 
 
It is good practice to include a probationary or trial period for all your volunteer mentors and 
befrienders with review sessions built in to make sure that they are happy in their role, and to 
assess if they require any more support or training.  It also adds an extra level of security into 
your scheme and allows you to tackle any problems that may arise.  
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Asylum seekers and refugees and volunteering 
Since April 2000 asylum seekers and family members have been allowed to volunteer. This 
includes whilst they are appealing against a decision to refuse them asylum, and those 
whose application has been turned down but are registered with the International 
Organisation for Migration (IOM) for return to their home country when practical.   
 
Home Office guidance states that care should be taken to ensure that activity undertaken by 
an asylum seeker is genuinely voluntary and does not amount to either employment or job 
substitution. It also confirms that asylum seekers are entitled to receive out of pocket 
expenses just like other volunteers.  
 
Further information 
For more information around issues relating to recruiting volunteers for your 
mentoring/befriending scheme, take a look at the ‘Managing volunteers’ section of 
Volunteering England’s website at www.volunteering.org.uk from which some of the above 
information is based.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.volunteering.org.uk/
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MENTORING SCHEME 
VOLUNTEER MENTOR JOB DESCRIPTION 
 
 
Job Title:   Volunteer Mentor 
 
Reports to:   Project Manager/Scheme Co-ordinator 
 
Description of Project/Scheme: 
This section should provide a brief description of the project/scheme, its aims and objectives, 
numbers of mentors/mentees, background and funding. 
 
The role of volunteer mentor: 
The volunteer mentor will: 
•  Participate in initial and ongoing training 
•  Work with the mentee to identify goals, objectives and to help them work towards 

these 
•  Provide support, guidance and encouragement 
•  Meet with a mentee on a weekly (or agreed regular) basis as arranged 
•  Be non-judgmental 
•  Have good listening and communication skills 
•  Maintain records for monitoring and tracking purposes 
•  Use own initiative to identify and access relevant resources 
•  Participate in supervision meetings with Project Manager/Scheme Co-ordinator 
•  Maintain confidentiality in accordance with the project/scheme confidentiality policy 
•  Participate in the evaluation of the scheme 
 
Training and support: 
The project/scheme has a comprehensive initial training programme that all mentors must 
successfully complete, before undertaking any mentoring. The training will lead to a nationally 
recognised qualification accredited at Level 2.  
After initial training, workshop sessions will be held to cover any specific areas identified by 
the volunteer mentors. 
 
Supervision: 
Once recruited the volunteer mentor will be required to have regular supervision sessions 
with the Project Manager/Scheme Co-ordinator. These sessions will enable the organisation 
to monitor the development of the mentee and the mentor, and also address any other issues 
raised by the volunteer mentor. 
 
Commitment: 
The nature of the mentoring role is to develop a relationship with a mentee. So that specific 
skill can be developed. It is hoped that volunteer mentors can give a commitment to the 
programme for at least six months. The actual times of meeting with the mentee can be 
negotiated, but it would be expected that 
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the matched pair would meet on a weekly basis, for approximately two hours per week. 
Commitment is also expected with regards to regularly attending supervision/support 
sessions held with a project worker. 
 
 
 

Person Specification ï Volunteer Mentor 
 
 
Factor Essential Desirable Assessment 
    
Skills & aptitude  Good 

communication 
skills with a 
range of people 

 Ability to relate 
to client group 

 Able to share 
experiences 

 Ability to 
enthuse, 
motivate 
people 

 Commitment to 
personal 
development 

 Able to form 
effective 
relationships 
with client 
group, 
agencies, other 
professionals 

 Relevant 
skills to assist 
client group 

 Observation 
during 
induction 

 Training 
programme 

 Interview 

 Application 
form 

Attitude/approach  Sense of 
humour 

 Positive outlook 

 Enthusiastic 

 Flexibility 

 Persistence to 
follow up 
issues 

 Patience 

 Non-
judgemental 

 Reliable 

 Commitment to 

 Flexibility to 
work 
evenings and 
weekends 

 Observation 
during 
induction 

 Training 
programme 

 Interview 

 Application 
form 
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equal 
opportunities 

 Willing to learn 
Experience   Working with 

client group 

 Previous 
experience of 
mentoring 

 Working one 
to one 

 Working with 
statutory and 
voluntary 
agencies 

 Application 
form 

 Interview 

Knowledge  Awareness of 
issues facing 
client group 

 Understanding 
of an 
empowering 
and 
participative 
approach 

 Knowledge of 
equal 
opportunities 

 Knowledge of 
other relevant 
legislation 
affecting 
client group 

 IT literate 

 Observation 
during 
induction 

 Training 
programme 

 Interview 

 Application 
form 

Other   Car driver 
with regular 
use of car 

 Application 
form 
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