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Volunteer Role Pprofile

Volunteer Administrator for the Community Outreach Service

About St John’s:
St John’s Foundation is a registered charity that has been providing care and support for the people of Bath for over 800 years.  Today, we work to build resilient communities by supporting people to overcome challenges, improve their lives and to live as independently as possible. We provide quality almshouse accommodation, we award funding support to individuals and charitable organisations and we engage directly with the local community through our Community Outreach Service.

Purpose of St John’s Community Outreach service
Facilitate inspiring opportunities for people 55 plus that enrich lives, promote positive ageing and reduce isolation and loneliness. 

	Role summary: 
We are looking for a volunteer to work alongsidesupport our Community Ooutreach Service team team to support with office- based taskjobs, including including but not limited to data entry an andd answering phone calls.  In addition, people pop in to St John’s offices to enquire about activities so building an understanding of the opportunities available is an integral part of this role.  


We have recently begun to expand our positive activity programme for ther over 55s in Bath and the surrounding ’s area. This has which has led toseen an increase in enquiries  callsand and  attendancesmore people attending our activity sessions. 

All activities have been designed to support people who may be isolated or lonely. It is important therefore for us to encourage and support people to take part. 
These activities are designed to support people who may be isolated or lonely so encouraging and supporting these people is essential
. We also have older people who come to the office to enquire about activities so building an understanding of the opportunities available is an integral role.  


Location: Bath City Centre

Start Date: As soon as possible
 role commences: To start ASAP
D
The term (duration) of the role: The position is ongoing and to ensure consistency in the delivery of the activities, reliability and commitment to the role is essential 
We’d ideally like you to volunteer with us ongoing  but this can be flexible alongside your other commitments. 

Hours: Some flexibility, ideally 10 hours per week.Between 5 – 10 hours per week 

[bookmark: _GoBack]Volunteering contact:  Hazel Nicholls, HR Officer Tel: 01225 486406  Reporting to: Community Outreach Manager
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About the role:

·  Able to commit to between 5 and 10 hours per week
 
·  To uUpdateing and inputting data, including personal information. Training will be
      given on relevant aspects of data protection legislation and best practice.  
 
·  To support older Supporting older people, both  over the phone and in person
 
·  RegisterBooking people ofor upcomingn to  activities that are taking place
 
·  Support the St John’s Community Outreach Team team to in prepareing for activities


 
About you; your (i.e. the experience, skills, abilities and values: we are seeking): 

·  Have basic administrativerive and IT skills

·  Strong organisational skills and good attention to detail 
 
·  A friendly, enthusiastic and approachable manneriendly phone manner
 
·  Good customer service andExcellent communication skills
 
·  Ideally have experience of using databases (training will be provided)
 
 Strong organizational skills





Further information

All volunteers will receive a full induction and relevant training. We would encourage all volunteers to sign up to the Volunteer Pass, which provides opportunities for further volunteering and training. 

You will receive out of pocket expenses in line with St John’s Foundation’s Expenses Policy. 
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All volunteers will receive a full induction and appropriate training. We encourage you to sign up for a volunteer pass which will give you lots of opportunities to undertake more training across BANES which will help you develop within this voluntary role and more widely. There will be opportunities for social events and be recognised for your contributions. You will receive out of pocket expenses in line with St John’s Foundation’s expenses policy. 
All volunteers will receive a full induction and appropiate training. We encourage you to sign up for a volunteer pass which will give you lots of opportunities to undertake more training across BANES to improve your self development. There will be opportunities for social events and be recognised for your contributions. You will receive out of pocket expenses in line with St John’s Foundation’s expenses policy. 




To speak with a member of the team about this role or to request a volunteer application form, please call the People & Organisational Development Department on 01225 486400.
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