
 

 

 

 

Area Coordinator role description 

Objective(s) of role:  

As a Shannon Trust volunteer you are at the heart of our organisation and play a vital role in leading 
your area. You will oversee a team of volunteers and monitor and support progress of prisons in your 

area to develop the vision of every prisoner a reader and help ensure no one is left out of learning. We 
are now working towards extending our mentoring approach to other functional skills such as maths. 

 

A broad outline of tasks and activities to be undertaken: 

 Holding quarterly one to ones with your volunteers to support them using a coaching style 

 Working with your volunteers and prison contacts to plan, review and implement  best practice 

delivery of the Shannon Trust reading programme in prisons in accordance with the prison’s 

individual needs 

 Reviewing the volunteer requirements in your area and taking part in recruiting new volunteers 

with the regional manager and supporting their induction into their prison/role  

 Helping to plan/provide cover for any volunteer vacancies in the area and helping to raise 

awareness of Shannon Trust at relevant events 

 Supporting volunteers to build and maintain the Shannon Trust reading programme including 
being their first point of contact and reviewing individual prison actions plans with them 

 Planning team activities with the regional manager 

 Keeping track of area progress and key issues through individual prison action plans and 

communicating themes/issues to regional manager so a joined up approach can be taken  

 Encouraging and monitoring monthly data returns, activity reports and good news stories that 
enable us to evaluate Shannon Trust's impact 

 Organising and chairing at least three area meetings a year to share organisational updates, 
enhance skills, motivate and share best practice 

 Attending quarterly regional area coordinators meetings and using these to share information 

from/to Shannon Trust and your area 

 Keeping up to date with developments at HM Prison and Probation service and Shannon Trust 

 

We are looking for someone who can: 

 Inspire and support your volunteers to develop the Shannon Trust programme with the learner 

at the centre of all that we do 

 Have a commitment to providing non-judgemental support to people in prison and volunteers. 

 Keep up to date with Shannon Trust news and communications and share relevant information 

with team 

 Follow the Shannon Trust vision and values  

 Present at meetings and events and positively share information around Shannon Trust 

developments 

 Support the development of your volunteer team 

 Manage their own time and workload 

 Use and regularly monitor Shannon Trust outlook emails, use Microsoft Teams and other 

computer packages as required 



 
 

Training, induction and support: 

Shannon Trust provides a wide range of training for volunteers. You will be expected to attend all 

mandatory training for new volunteers, some will be group training and some will be online. The 

training will provide you with the knowledge and understanding of the values and visions of the charity 

and practical support for your role. You will receive a thorough induction into your role and will be 

supported in your initial visits into prison.  

You will also be offered quarterly one to ones with your regional manager to support you on an 

ongoing basis. After 6 months of volunteering with us you will meet with your regional manager to 
review how things are going. Another review will then take place with your regional manager at the 2 

year stage and every 2 years thereafter.  
 

The name of the person who the volunteer reports to: 

You will report to your regional manager.  

 

Location and volunteering hours: 
The time you give us each month may vary, but the role requires you to be able to commit enough time 

to fulfil the various elements of the role as outlined above. All prison visits and meetings usually take 

place during working hours Monday-Friday. Please note you're likely to be asked to attend morning 

visits to prisons which often means you'll be required to be at a prison by 8am. 

 

Benefits to you: 

Being a Shannon Trust volunteer provides you with a number of benefits which can you help you to 

develop both your personal and professional skills: 

 Ongoing training to support your role 

 Developing IT skills and support using up to date packages 

 Developing and growing your understanding of the HMPPS structure and prison system 

 Phonics 

 Relationship building, coaching, presentation and training skills. 

 Chairing meetings 

 Managing and supporting a team 

 Dealing with challenging situations  
 

Expenses and insurance: 

You'll be able to claim back all reasonable out of pocket expenses and be covered by our public 

liability insurance. 


