
   

Job Description 
 

Job title: Timebanking Co-ordinator  
 
Reporting to: Parish Clerk 
 
Timescale: From March 2021 to end February 2022 

Melbourn Time Bank was set up in 2018 for the people of Melbourn (and 
surrounding villages). The Time Bank’s focus is to bring the village community 
together by sharing time and skills. Everyone is welcome regardless of age or 
abilities, including local businesses and organisations. During the current 
pandemic the Time Bank has been invaluable in helping to address isolation 
and in identifying volunteers able to support Melbourn residents in need of 
assistance. 

Timebanking is a way of spending one hour of time helping someone out by, 
for example, mowing someone’s lawn, or fixing a bike puncture. For every 
hour spent, an hour is earned in return. This can be spent on receiving an 
hour of someone else’s time or, where available, things like theatre or cinema 
tickets.  

The ethos of Timebanking is everyone has knowledge and experience and  
every person has the ability to help someone in their community. 
 
Job Purposes 
 
The aims of Melbourn Time Bank are to: 
 

• Be a resource for the parish, a way of bringing people together, reduce 
isolation and increase community engagement. 

• Serve as a central point for identifying volunteers for the other Melbourn 
events, etc. 

• Be a way of integrating the new residents from new developments into the 
community. 

 
The Time Bank Co-ordinator’s role is to: 
 

1. Continue to grow the Melbourn Time Bank initiative in Melbourn through the 
recruitment of individuals and organisations and the planning and delivery of 
community events.  

 
2. Utilise a soft and hard outcomes measurement system. 
    
Main areas of responsibility 
 
A Developing the Timebanking initiative 
 

1. To develop initiatives to increase membership of the Time Bank and define 
indicators of success (outcomes). 
 

2. To define and implement an action plan to put these initiatives into practice. 



   

 

3. To recruit and introduce new members to timebanking through an interview 
process, where any questions about timebanking would be answered and 
details of skills and requests could be clarified.  The Coordinator needs to be 
able to help with suggestions and good questions to help people identify what 
they may have to offer and may like to receive.  The Coordinator will also carry 
contact referees, arrange for DBS checks where necessary and may help 
facilitate the first couple of trades and/or act as a broker for non-computer 
users. 

 

4. To be a central contact for timebanking members.  The Coordinator will be a 
point of contact to help with unusual or urgent requests.   

 

5. To facilitate interaction between members.  The Coordinator will organise social 
events, manage social media pages and other opportunities for members to 
get to know each other and get talking.  The Coordinator will be responsible 
for creating a regular update to keep members informed of community events 
and promote recent offers and requests. 

 

6. To show members how to register on the Timebank website and train them to 
record exchanges or act as a broker for those who need assistance /have no 
computer. 
 

7. To record any soft or hard outcomes Timebank members achieve through 
taking part in the Timebank.    
 

8.  To raise the profile of timebanking activities to grow membership. 
 

9. To monitor the success of timebanking by gathering feedback from members, 
including case stories and anecdotes to establish a rich source of data on how 
timebanking is enhancing members’ lives. 
 

10. To liaise with other timebanks in the local area to learn from their experience. 
 
B Timebanking sustainability  

 
1.  To review the action plan every 6 months and revise as necessary 

according to community requirements. 
  
2.  To attend and participate in Cambridgeshire Timebanking Partnership 

meetings.  These are meetings of organisations which support timebanking 
across Cambridgeshire and occur approximately once every three months 

 
C General 

 
1. To ensure that any training needs identified are met. 
 
2. To carry out any other duties consistent with the nature and scale of the post 

as may be required from time to time, in support of the Parish Office. 
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