V2 – VOLUNTEER ROLE DESCRIPTION


	The volunteer arrangement is binding in honour only and is not a legally binding contract between the College and Volunteer and may be cancelled at any time at the discretion of either side.

Volunteer on Placement Guidance

To be willing to receive volunteer guidance and support where necessary on their placement activities.  Volunteers may attend team meetings if they wish to do so.

Volunteer Training

Volunteer induction training to be completed prior to placement and additional training requirements required to the volunteer role will be discussed with the Volunteer Coordinator.

Volunteer

Volunteers will be required to contribute to the administrative and general running of the department or area that they will be placed within the College and follow their objectives, policies and procedures.

Each volunteer will have a specific number of activities to be completed on a weekly basis, under limited support and guidance from staff within the department.

Areas of the College

· Administration areas

· Client Services

· Reprographics

· Estates and Facilities

· Information Advice and Guidance

· Learning Centres
General Activities

In order for College to operate efficiently and provide a superior service to its learners, clients and staff  volunteers will provide the following support:

· Data Collection, inputting and filing

· Customer service, including answering enquiries, taking messages 
· Administration activities including post, shredding etc

· Photocopying and associated activities.

· Reception work
· Activities encompassing the use of IT.

· Estates and facilities support and maintenance, assisting in ensuring that areas are clean, neat, tidy, safe, with the correct resources and minimising waste by recycling. 

Any other volunteer activity that may be required related to the placement.


	Volunteer - PERSON SPECIFICATION 

Awareness -

1. of the importance of confidentiality

2. of and commitment to equal opportunities and anti-discriminatory practice

3. of basic office procedures

4. of how to act responsibly and provide a positive impression at all times, maintaining high standards in timekeeping and appearance.
5. of Health and Safety issues and the importance of having a duty of care to yourself and others and the reporting of safety dangers.
6. of the importance of maintaining a positive attitude at all times.
Skills & Abilities

1. To listen effectively.

2. To be organised and carry out administration activities, using IT when required.

3. To work on own initiative.

4. To communicate effectively to learners, clients and staff orally and in writing.

5. To manage own time effectively and within required timeframes e.g. punctuality.

6. To work as part of a team.

7. To maintain confidentiality.

8. To carry out requests and take guidance as requested by the Volunteer Mentor.
9. Basic numeracy 
Qualifications, Experience and Vetting
1. No previous qualifications or experience required however, all volunteer placements will be subject to an assessment of basic literacy and numeracy skills and abilities prior to the placement being awarded.

2. A satisfactory Criminal Records Bureau check and appropriate references.

3. It is the responsibility of the volunteer to let any relevant statutory body know that he/she is volunteering eg: Benefits Office if required.




Please note that this section is only applicable for:

	Volunteers Completing the vocational ‘Volunteer Training Programme’ placement
1. This Volunteer Training Placement will include the offering of a qualification which is funded by the Government, in order to develop candidate’s skills, knowledge and competence in order to promote an individual’s chances of gaining and sustaining employment.
2. The vocational Volunteer Training Programme is scheduled to last 3 months in order to complete the national qualification.  At which point RACC will direct volunteers to the appropriate agencies to support them in finding employment.  
3. RACC will not be taking on any volunteers after placements have finished, however, individuals can apply for any externally advertised College positions in line with the normal College’s recruitment and selection process and procedure.  



	I have read and understand what is required of me as a Volunteer at the College.

Volunteer Name Print:
...................................................................

Volunteer Signature:
……............................................................

DATE:



.....................................................................
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