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ROLE DESCRIPTION

	JOB TITLE: 
	Volunteer - Mail Out


	ACCOUNTABLE TO:


	Project Manager and Volunteer Co-ordinator


	JOB SUMMARY

The training project volunteer will be a member of the Society’s employment team and will be accountable to the project manager and the Volunteer Co-ordinator.   The post has, as its main objective the maintenance of a training programme, covering many aspects of the project’s work, with a view to moving trainees on to employment.   The volunteer will be expected to work in accordance with the aims of The Camden Society in general and of the employment services in particular.



MAIN RESPONSIBILITIES

1. To support trainees and project workers to plan individual training programmes based on the needs of the trainees in liaison with project manager.

2. To support the teaching of trainees in basic IT, office skills and mailing skills, and to working in partnership with the other project worker and project manager to facilitate LOCN and basic skills as required.

3. To participate directly in all aspects of the project work.

4. To encourage good working standards, particularly in the areas of hygiene, time keeping, work and personal attitudes.

5. To give trainees the support they need throughout their training.

6. To ensure that the premises, equipment and work practices conform to health and safety regulations.

7. To attend day and occasional evening meetings, if possible.

8. To work as part of a team with the Project Manager and other workers.

9. To implement the Camden Society’s equal opportunities policy in all areas of work.
10.To attend training when necessary.

11. To discuss any concerns or difficulties with the Project Manager or Volunteer Co-ordinator.
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