
Volunteer Roles 2022

Marketing & Social Media Team (x2)

Creating post schedules, designs and managing the IO

Instagram and LinkedIn. Sending Mailchimp campaigns.

Video creation and editing.

Mentee FAQs Manager (x2)

Replying to Mentee and Self-Study FAQs on the portals

and speaking to Mentees/S-Siers where needed.

Mentor Management & Resources Team (x3)

Enhancing extra-curricular resources database and

working with mentors on training and troubleshooting.

Events Management Team (x3)

Leading on the monthly webinars and drop-in sessions

(including lining up guest speakers); planning the annual

interview workshop in November.

Partnerships Liaison (x2)

Working with and replying to messages from corporations,

organisations and schools; working with Trustees to assign

partnership priorities and infrastructure.

Welfare & DBS Team (x2)

Processing and scheduling Mentor DBS checks with the

Safeguarding Lead. Point of contact to discuss student

welfare (working with Mentee FAQs volunteer).

Board Secretary (x1)

Organising quarterly board meetings, collecting papers and

ensuring actions are completed on time.

Website Developer (x2)

Implementing and suggesting website updates and how to

improve user navigation experience.

Working with the Operations Team

Working with the Board & Trustees

Bid Writing Team (x3)

Leading the writing and submission of bid writing for

strategic, tactical and donor funding (e.g. grant funding,

corporate funding and individual donors).



Marketing & Social Media Team x2

Role Description
Regularly using social media, you have an understanding in the use, and intellectual curiosity in, the transformative power of social
media platforms (LinkedIn, Instagram, Meta/Facebook, and YouTube). Your role will be to suggest and edit content, attract followers
to IO’s social media accounts, develop online communities and promote public understanding of the work Insight Outreach does to
help attract future students and sponsors. You will write public-facing articles that promote the transformative benefits of Insight
Outreach’s work and comment on social mobility issues. You will also learn or be able to enhance your video editing skills with short
summary videos of our programmes and interviews with our mentors. Already able to write creatively and persuasively, you will learn
how to interweave your opinions with the strategic goals of Insight Outreach to create social media followers.

Essential Desirable

Education and 
Qualifications

• Currently being educated, or have been educated, at university level. • Social media marketing professional who wish to impact Insight Outreach’s growth and 
development

• Previous experience of campaigning for charitable causes.
• Former beneficiary of mentoring, or a mentor.

Skills and 
Knowledge

• Passion for education.
• Regular social media user.
• Ability and willingness to learn new skills.

• Good knowledge of social mobility issues in the UK.
• Knowledge of LinkedIn and Instagram.
• Proficiency with creating and editing videos.
• Prepared to use Canva or similar design applications.

Personal Attributes

• Organised with excellent attention to detail.
• Excellent written and verbal communication skills.
• Effective team player.
• Good problem solving skills.



Events Management Team x3

Role Description
Using experience from involvement in student-led events, you will work with IO to organise and manage:
(i) IO’s monthly webinar for mentees (via Zoom and YouTube Live), including liaising with guest speakers and students participation.
(ii) IO’s welcome & graduation ceremony for students, parents and sponsors; including ideas on VIP guest list, sourcing appropriate

venue, writing letters with help of the IO Board to attract sponsorship.
(iii) IO Varsity Social with IO Oxford and Cambridge Hubs.
(iv) Online fundraising event: quiz.
(v) Online motivational speakers and careers events for OMS alumni and mentors.
(vi) In person arts/social/music/cultural events for smaller regional groups.
(vii) IO’s presence at university freshers fairs.

Essential Desirable

Education and 
Qualifications

• Currently being educated, or have been educated, at university level. • Previous experience of organising events.
• Former beneficiary of mentoring, or a mentor.
• Parents and/or working professionals .

Skills and 
Knowledge

• Passion for education.
• Proficiency with Zoom or willingness to learn this.

• Enjoys multi-tasking and mobilising resources to implement social events.
• Experience of organising webinars and/or fun fundraising events.

Personal Attributes

• Organised with good attention to detail and problem solving skills.
• Friendly, sociable and enjoys communicating with people across all 

age groups.
• Effective team player.



Mentee FAQs Manager x2

Role Description
With a passion for helping students to achieve their full potential, the successful applicant will be an outgoing, articulate individual
capable of engaging and empathising with students who have questions about how to make the most out of their programme
experience or catch up if they have fallen behind. You will be a keen problem-solver, working directly with IO’s beneficiaries and
collaborating with the mentor management team and Head of Programmes to find appropriate answers to questions where specific
mentor knowledge is necessary. You will be using IO’s in-built FAQ questions portal to answer questions and have a curiosity for
learning about the programme and researching information where needed. The role is fully suitable for flexible working as questions
can be answered at any time within 5 days of submission.

Essential Desirable

Education and 
Qualifications

• Former beneficiary of mentoring, or a mentor. • Experience of the OMS as either a Mentor, Mentee, or Self-Study Student.

Skills and 
Knowledge

• Ability to research and find out information quickly and efficiently.
• Knowledge of admissions process, life and studies at Oxford and/or 

Cambridge University.

• Prioritisation skills to identify wider issues behind student questions and create responses 
appropriately.

Personal Attributes

• Excellent judgement skills and empathy.
• Excellent written communication skills.
• Good problem solving skills.



Mentor Management & Resources Team x3

Role Description
Organised, structured and proactive, you will be responsible for updating our extra-curricular resources and activities list with free
opportunities and resources available to students and mentors. Assisting the Head of Programmes, you will monitor and coordinate
the implementation of programme enhancement and evaluation projects that will help IO take a huge step forward in its
development as a charity. You will also be able to communicate and support our mentors in delivering their mentoring sessions,
offering advice, training and guidance with the help of IO’s Mentor Guidance Booklets and Training Videos. You will use your project
management training to coordinate the Smart as an Academic Competition for OMS Mentees and Self-Study Students. Your role will
be specific to one of the OMS’s three strands: Humanities, Biosciences & Medicine, or Maths-Based Subjects.

Essential Desirable

Education and 
Qualifications

• Current university student or recent graduate.
• Former beneficiary of mentoring, or a mentor.

• Experience of the OMS as either a Mentor, Mentee, or Self-Study Student.
• Medicine, Law, PPE, Mathematics, Natural Sciences, or Engineering degrees.

Skills and 
Knowledge

• Ability to research freely accessible resources online.
• Interest in education and academic reading.
• Knowledge of admissions process, life and studies at Oxford and/or 

Cambridge University.

Personal Attributes

• Excellent written communication skills.
• Good problem solving skills.



Website Developer x2

Role Description
With a creative eye and attention to detail, you instinctively know what looks good on websites and understand how to achieve user-
friendly navigation. Using technical knowledge and linking with the work of IO’s Social Media Team and Events Management Team,
you will implement and further propose changes to IO’s current website and online portals for easy use benefitting future generations
of IO students, parents, teachers and sponsors. You will work closely with IO Technical Lead to learn new skills and troubleshoot any
website user experience issues.

Essential Desirable

Education and 
Qualifications

• Currently being educated, or have been educated, at university level.

Skills and 
Knowledge

• Ability to use WordPress website interface or willingness to learn 
this.

• Willingness to learn new skills.

• Experience with programming languages.

Personal Attributes
• Excellent attention to detail.
• Good problem solving skills.



Partnerships Liaison x2

Role Description
Passionate about social mobility, addressing educational inequality and an ambassador for change through academic mentoring, you
will manage and develop our partnerships with corporations, organisations and schools. You will work with the Trustees to assign
partnership priorities and infrastructure. Already able to write creatively and persuasively, you will learn how to interweave your
opinions with the strategic goals of IO to help achieve our strategic targets for IO Beacon Schools and Corporate Sponsorship
Packages. You will also be responsible for implementing the IO Communications Protocol in all public- facing communication with
senior individuals and ensuring consistency of message in our correspondence with different partners.

Essential Desirable

Education and 
Qualifications

• Graduate from university or working professional. • Previous experience of campaigning for charitable causes.
• Former beneficiary of mentoring, or a mentor.

Skills and 
Knowledge

• Passion for education and social mobility.
• Ability to identify strategic links between Insight Outreach and 

potential partner organisations.

• Good knowledge of social mobility issues in the UK.
• Existing networks with schools or corporate organisations.

Personal Attributes

• Organised with excellent attention to detail.
• Excellent written and verbal communication skills.
• At ease with speaking to partners at all levels.



Board Secretary

Role Description
Passionate about social mobility through education, you will be the point of contact for the IO Board members. You will attend and
have the opportunity to contribute at quarterly strategy meetings, take minutes, and upwards manage Board members in taking
forward their actions. You will help support IO’s advocacy work, giving a voice to the young people that IO works with and
collaborating with the Operations Team to keep the Board up to date with programme developments and fundraising initiatives.

Essential Desirable

Education and 
Qualifications

• Previous experience of campaigning for charitable causes. • Former beneficiary of mentoring, a mentor, parent, or supporter of social mobility.

Skills and 
Knowledge

• Passion for education and social mobility. • Good knowledge of social mobility issues in the UK.
• Knowledge of educational charity landscape
• Previous experience in minute-taking and/or contributing to decision-making as part of a 

committee or society

Personal Attributes

• Organised with excellent attention to detail.
• Excellent written and verbal communication skills.
• Proactive and engaged.

• Willingness to learn.



DBS & Welfare Team x2

Role Description
Organised with excellent written communication, you will be responsible for supporting the Safeguarding Lead in obtaining or
conducting DBS checks for our mentors at the start of the OMS in March. You will also assist the Safeguarding Lead with maintaining
student welfare on the programme, programme inclusivity and ways that the programme could be made more accessible to students
of all backgrounds, race, faiths, gender identities, and sexual orientations. You will act on suggestions and improvements related to
this process and help co-ordinate the response to any safeguarding worries or issues on the programme. Prior experience of
safeguarding is not essential, but you should be willing to take advised safeguarding courses in order to have a full impact in your role.

Essential Desirable

Education and 
Qualifications

• Currently being educated, or have been educated, at university level. • Enhanced DBS checked.
• Have completed safeguarding training or willing to do so.

Skills and 
Knowledge

• Passion for inclusivity and how to make programmes more inclusive. • Good knowledge of social mobility issues in the UK.
• Knowledge of safeguarding topics and issues.
• Have written and/or made improvements to policy documents.

Personal Attributes

• Organised with excellent attention to detail.
• Excellent written and verbal communication skills.
• Good problem solving skills.



Bid Writing Team x2

Role Description
Eloquent and highly motivated, you will assist the Trustees and the Board in actively seeking out and applying for new funding
opportunities. As a firm believer in Insight Outreach’s mission and the transformative power of mentoring in improving social mobility,
you will be responsible for exploring a range of strategic, tactical and donor funding opportunities that align with Insight Outreach’s
vision and mission. With an attention to detail and aptitude for writing persuasively, you will help lead our bid application process –
both ensuring consistency of message across all three funding areas and tailoring the data from our programmes to specific
applications and bids. You will have good administrative and project management skills, with a desire to work on multiple bids and
once with multiple team members.

Essential Desirable

Education and 
Qualifications

• Graduate from university or working professional. • Previous experience of campaigning for charitable causes.

Skills and 
Knowledge

• Project management and administration.
• A willingness to learn about the fundraising landscape.

• Good knowledge of social mobility issues in the UK.
• Previous experience of bid writing.
• Knowledge of the fundraising landscape.

Personal Attributes

• Organised with excellent attention to detail.
• Excellent written and verbal communication skills.
• Team player who can synthesise and unite ideas effectively.


