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Introducing Dot Dot Dot

We are one of Britain’s largest and 
fastest-growing social enterprises

Our work has never been more 
needed

We are recognised as a leader in our 
field

Founded in 2011, our team of 30 houses 
hundreds of people across the country and 
supports them to give tens of thousands of 
hours of voluntary help to a diverse range 
of good causes.

From our base in London’s Olympic Park, 
we work with many of the country’s 
best-known property owners, giving them 
confidence that their buildings are well 
cared for while they are awaiting 
regeneration or sale. So far, our guardians 
have given the equivalent of 150 years of 
full-time work to good causes.

We use the property guardian model to 
achieve this, but we are also disrupting the 
property guardian industry, working to push 
up standards across the board, and to 
highlight the importance of the human 
touch in housing. 

We have been motivated through the 
Covid-19 crisis by the knowledge that our 
work to create housing and support 
neighbourliness is more useful than ever, 
Good homes always matter, but they 
matter even more when you’re locked 
down, working from home or unable to 
leave. Living in a supportive community is 
always life-enhancing, but never more so 
when friends and family feel far away.  

We’re expecting our work to become even 
more useful to property guardians, property 
owners and the wider community as the 
lockdown lifts. That’s why we are hiring. We 
are ready to invest to make sure we are 
able to do even more and even better as 
the country begins to recover. 

We were growing strongly before the crisis 
hit, and we have rapidly adapted our 
approaches to make sure that we are able 
to operate safely.

We are named in this year’s NatWest SE100 
Index of leading UK social enterprises and 
were delighted to be selected as a Growth 
Champion finalist. We are one of the Big 
Issue’s top 100 Changemakers and we are a 
Nesta ‘New Radical’ - naming us among 
the organisations doing the most to 
address society’s most pressing problems.



Property guardianship with purposeProperty guardianship with purpose

Our story
Finding a place to live that complements the 
life you want to lead isn’t easy. We believe that 
when people are freed from some of these 
challenges, they get back time and energy to 
support causes they care about.

By building purpose into what we do, we've 
unlocked a better option for people who want 
to do good. Our unique approach connects the 
dots between property owners, guardians and 
communities, meaning there are more benefits 
for everyone involved.

Property owners get responsible guardians to 
look after their empty properties, resulting in 
better security and flexibility. Guardians get 
well-managed, affordable homes, so they can 
focus on what really matters to them. And 
communities get neighbours who use their 
extra time and energy to give back.

It’s property guardianship with purpose.



About this role

Volunteering Assistant

Dot Dot Dot is a social enterprise which allows people who 
do brilliant voluntary work to live in buildings that would 
otherwise be empty. We provide good, inexpensive 
housing to people who make a difference, we protect 
buildings for their owners, and we contribute to 
communities. Everyone wins.

We are looking for someone brilliant to maintain and 
develop our volunteering function at Dot Dot Dot. This role 
will have three main components: communicating with 
guardians about their volunteering, communicating with 
volunteering organisations, and supporting volunteering 
marketing and events.

As well as the opportunity to see your work making a 
tangible difference, in this role you will benefit from a 
pleasant, friendly company environment, a competitive 
salary and terms of employment which aim to support a 
good work-life balance. Read on to find out more.



Why is this role so important? 

We are seeking a new Volunteer Assistant to support our continued growth and success

This role will strongly contribute to Dot Dot Dot’s service delivery in four ways:

● Monitoring the submission of volunteering information on a monthly basis in accordance with our volunteering reporting 
process

● Communicating with guardians and volunteering organisations by phone or email
● Highlighting to colleagues important volunteering information across the Services and Marketing teams
● Developing and communicating volunteering resources to guardians 

 



You will:

Key objectives of the Volunteering Assistant

● Reviewing volunteering information provided by guardians using our database and relevant spreadsheets to track 
monthly records.

● Communicating with guardians who have not submitted volunteering information, in line with our volunteering 
escalation process.

● Logging any issues with volunteering on our system and discussing with the relevant member of staff.
● Contacting volunteering organisations to verify a guardian’s volunteering. Sharing positive feedback with the property’s 

Dot Dot Dot Relationship Co-ordinator and the guardian.
● Tracking progress made on the collection of volunteering information throughout the month.
● Developing materials and resources for guardians to use to find relevant volunteering opportunities.
● Delivering monthly introductory volunteer sessions for new guardians and following up with people who have not 

attended.
● Providing volunteering information across the Services and Marketing teams to improve our internal volunteer function 

and storytelling to our wider stakeholders, including ways of recognising volunteering achievement.
● Developing relationships with volunteering organisations, including supporting future volunteering events for guardians 

and volunteering organisations to attend.

 



About you

You’re likely to be able to demonstrate experience 
of, or aptitude for, much of the following:

● Your interest in and commitment to our mission and 
values as an organisation

● Ability to build a rapport with a range of stakeholders

● Work across different teams in the organisation

● Communicating with guardians effectively through 
phone, email or online events

 

This role will suit someone who is a great communicator and has previously coordinated activities in an organisation. You may have worked 
in a charity or organisation with volunteers and want to use your talents for social good.

We are interested in hearing from candidates with:

● Customer Services experience

● Experience of coordinating activities

● Experience of supporting or leading inductions or events

● Able to deal with sensitive situations

● Computer literate and can use spreadsheets

You may also have:

● Experience of CRM systems

● Volunteer management experience or working in a 
charity or social enterprise



What is it like to work at Dot Dot Dot?

Our working culture

As a social enterprise, Dot Dot Dot is committed to being a good employer, supporting staff 
to maintain a work-life balance and to build a positive working culture.

As a team, we are friendly, sociable and inclusive. Our office is now open for staff members 
who want to collaborate in person or just want a change of scenery from home. We also 
have regular company-wide virtual sessions encompassing business news and updates, 
professional development and socialising.

We are open and transparent, sharing information and focusing on collaboration and 
team-work.

We are diligent, conscientious and committed to doing a good job, but we balance working 
hard and making sure we have time and energy for life outside work.

Our employee benefits aim to support this working culture - we offer 25 days of paid 
holiday a year, plus bank holidays, and staff have flexible working hours wherever possible. 
We provide a fortnight’s paid leave for all new parents, on top of statutory entitlements.

We are a living wage employer.

We are committed to equality, diversity and inclusion.

to operate safely.



Role details and how to apply
Contract:
Permanent (part-time)

Salary:
£24,000 FTE (pro-rata)

Hours:
Approximately 0.5 FTE (average of 70 hours per month/17 hours 
per week).

Working pattern:
Our standard working week is 40 hours, including a paid lunch 
break. Our office is now reopened and staff are able to work from 
both there and home. We support requests for flexible working 
patterns, particularly if it helps us attract and retain the best 
person for the job. Please talk to us at interview about the 
flexibility you need. 

Benefits:
● Flexible working hours.
● 25 days annual leave (pro-rata for part-time employees), plus 

bank holidays.
● Cycle scheme.
● Enhanced maternity, paternity, adoption and parental leave.
● Friendly, inclusive and welcoming company culture.

Equality, Diversity and Inclusion:
We particularly encourage applicants from women, disabled and 
Black, Asian and Minority Ethnic candidates. 

 

Location:
Stratford, London E15.

How to Apply:
Please apply via Applied here. The closing date for applications is 
9 April 2021 @ 23.59.

We use Applied’s recruitment platform to select the best 
candidates based on talent and skill and to avoid unconscious 
bias in our selection processes.

The first stage of the selection process is to answer the work 
sample questions on the Applied platform. Your answers will be 
reviewed anonymously by our hiring team – please note they will 
not see your CV at this stage so answer the questions in a way 
which will make sense without your CV.

Shortlisted candidates will be invited to participate in an 
interview and role-related task. The successful candidate will be 
offered the role subject to satisfactory references and 
employment checks. 

If you have questions about the role or would like an informal 
conversation with us, please email us at 
recruitment@dotdotdotproperty.com

. 

https://app.beapplied.com/apply/gbub05o5kx
mailto:recruitment@dotdotdotproperty.com

