
 

Volunteer Role Description: ILBF Shipping Coordinator 
 
Role Title: ILBF Shipping Coordinator -  VOLUNTEER 

Where: Flexible: Central London – various locations/ work from home 

When: 1.5 days per week. The ILBF is flexible and the day could be changed to 
accommodate the volunteer’s schedule. This may be split into three half-days. 

Commitment: 1 day per week at various locations; 0.5 days answering emails outside of 
that time. The 1 day per week can also be split into two half-days.  Working 
in coordination with ILBF Administrator and Freight operator. It is important 
that the administrative team are able to keep up with emails throughout the 
week. The role may also involve attending occasional face-to-face meetings 
or events in addition to the weekly commitment, although these will be rare. 
Bi-annual Operating Committee and Trustees meetings. 

Duration: 1 year; Start date Aug/ September 2017 



Requirements: The Shipment Coordinator is responsible for the following administrative tasks: 
 

 Managing book shipments sent out by the charity. This typically 
involves the following tasks:  

- Working with the Administrator and members of the Operating 
Committee to review applications for books  

- Finding or contacting volunteers to pack shipments (with 
support from the Operating Committee) 

- Liaising with the relevant contacts at the book stores to agree 
dates for packing books and collection of shipments 

- Attending in person to help sort/pack/label books 
- Booking the shipment with the freight company 
- Tracking shipments to ensure that they are progressing and 

liaising with the recipients about shipments 
- Chasing up the recipients of books for feedback about the 

books they have received. 
 Maintaining and updating ILBF records with details as to shipments of books 

and recipients 
 Reporting on progress to the Chief Executive 
 Liaising with the Administrator to ensure ILBF records regarding 

shipments and applicants are kept up to date and filed/ shared in 
accordance with governance requirements; 

 Liaising closely with the Administrator and sharing docs with the 
Administrator; including the creation of regular updates to the 
Operating Committee and Trustees on progress 

 Joint responsibility with Administrator to sort out unpacking of donated 
books  
and managing the book storerooms at various locations; 

 Drafting and sending emails/letters on behalf of the ILBF; 
 General administrative tasks as required. 

 Key Skills:   
The key skills required to carry out the role of Shipping Coordinator are: 
 Commitment – committed to working with the ILBF for 12 months 
 Self-motivation and organisation – able to work alone, and organize your 

own time to ensure shipments are carried out and progress tracked 
 Communication – able to communicate effectively with Operating 

Committee, Trustees, book donors, freight company and recipients 
 Team working  – able to collaborate and work with the Administrator and 

Operating Committee 
 Professionalism – particularly for attending professional events or 

meetings, communicating with book donors and potential recipients on 
behalf of the ILBF and communicating with the Operating Committee and 
Trustees 

 Literacy – a high level of English literacy is required for emails, letters and 
phone calls. 

 Good experience with Microsoft Word, Excel; 
 Good understanding of Googledocs; 
 General secretarial experience, filing and office administration skills; 
 Some experience of working with high level legal professionals is desirable. 
 



 

 
What’s In It For You: 

 
 Experience working for a highly-regarded charity which advances 

the rule of law in countries across the globe. 
 Opportunity to hone practical skills which will help your future 

career, including balancing the demands of your studies and role in 
the charity 

 Opportunity to work with members of the Operating Committee 
and Trustees. 

 
 
Why We Want You: 

 
The ILBF provides legal texts to institutions all over the world involved in access 
to justice. The charity is able to function at a low cost because of its team of 
dedicated volunteers. We need a Shipping Coordinator to ensure that the 
charity’s mission is being carried out as efficiently and effectively as possible. 
You will be joining a group of dedicated volunteers from across the legal 
profession. 


