ﬁ'é involve Job Description

Travel Coordinator

Reportsto ~ Community Transport Contract Fixed Term (grant funded),
Manager expected up to 3 years
(subject to funding)
Salary Up to £25,750 FTE Annual leave 30 days plus bank holidays
(pro rata)
Hours 22.5 hours per week. Some Closing date

flexibility required; occasional
evening/weekend work may
be needed
Based Maidstone Head Office, Kent community-based, with travel across Kent as
required

Purpose

The Travel Coordinator plays a vital role in helping people across Kent gain the confidence,
skills and support they need to travel independently and stay connected to their communities.
Working within Involve's mission to challenge inequalities and promote choice, the postholder
will ensure smooth coordination of the Travel with Confidence Kent programme - managing
referrals, scheduling, volunteer-buddy logistics, data and communications so the service runs
safely, efficiently and with a strong focus on participant experience.

They will also support delivery alongside the Travel Training Lead Officer, helping people
overcome barriers to travel so that everyone, regardless of the challenges they face, has the
opportunity to thrive.

Key Tasks and Responsibilities

e Proactively manage your own wellbeing and resilience and attend training, team
meetings and regular supervision.

o Referral administration: manage enquiries/referrals; ensure required information is
captured; coordinate triage appointments; maintain up-to-date participant records.
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e Scheduling and coordination: book 1:1 sessions, workshops and supported journeys;
coordinate venues; confirm attendance; manage waitlists and cancellations.

e Volunteer buddy coordination (with Volunteer Coordinator support): assist with
matching buddies to participants, rotas, communications, and recording buddy
activity/expenses.

o Delivery support: provide practical support for buddy journeys and selected
sessions/activities as agreed (within training and competence), supporting the Lead to
maximise throughput.

e Resources and accessibility: prepare accessible materials (easy read/large print/
digital prompts), support use of journey-planning tools, and ensure participants receive
clear, accessible information.

» Data and monitoring: maintain accurate records of delivery contacts (sessions,
workshops, buddy journeys), attendance, and milestones; support collection of baseline
and follow-up questionnaires; ensure GDPR-compliant data handling.

e Partner and community liaison: support communications with referrers and local
venues; assist with outreach to drive referrals and workshop recruitment.

o Safeguarding and risk: support completion and filing of risk assessments; follow lone
working and safeguarding processes; escalate concerns promptly.

e Contribute to continuous improvement by capturing feedback, noting barriers, and
suggesting practical service improvements.

o Demonstrate and work to Involve Kent values (excellence, innovation, can-do
approach, valuing difference, people first) and actively challenge discrimination.

e Any other reasonable duties required as the service evolves.

Uphold Involve's Values

¢ Kindness - We treat everyone with compassion, respect and humanity

¢ Inclusion - We remove barriers so everyone can participate fully.

¢ Integrity — We act honestly, transparently, and with accountability.

e Empowerment - We support people to make choices, build confidence, and shape
their future.

¢ Innovation - We continually improve, adapt, and seek creative solutions.

We strongly value lived experience at Involve. If your lived experience is relevant to this
role, we welcome your application, even if you don’t meet every requirement below.

Lived experience of disability and/or caring responsibilities X
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Strong administrative and organisational skills; able to manage
multiple schedules, stakeholders and deadlines

Experience working in a coordination/admin role within a
community, health, transport, education or VCSE setting

Confident communicator (phone/email/in person) with a warm,
professional approach

Good IT skills and experience using databases/CRMs/spreadsheets;
able to record data accurately and consistently

Understanding of confidentiality and information governance
(GDPR)

Ability to work within policies and procedures (including
safeguarding, risk management, lone working)

Ability to work flexibly, independently and collaboratively within a
small project team

Commitment to equality, diversity and inclusive practice

Driving licence and access to a vehicle (or ability to travel across
Kent as required)

Experience supporting delivery of groups/workshops/activities
(e.g., event support, session support, buddying)

Experience coordinating volunteers and/or supporting recruitment,
induction, rotas and expenses

Experience working with disabled people and understanding
common barriers to travel and participation

Knowledge of Kent services/referral routes and/or community
transport operations

Lived experience of disability and/or caring responsibilities

Approved
February 2026
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