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VRP 14: Volunteer Role Profile; Organisation helper

Responsible to; Chief Executive
Line Manager; Accommodation Manager
Rothesay Court 
Area location of work; Rothesay Court, Longton, 
	


Purpose of the role: 
To provide assistance and be helpful in the general duties for The Gingerbread Centre.

This includes, sorting out donations, organising food parcels, delivering them to the residents within the accommodation. Organising the store cupboard, helping with general admin work, such as filing, photocopying, and scanning documents. 

It may also involve general housekeeping too. 
Volunteer Role activities: 
General assistance
Filing

Photocopying

Scanning

Sorting post.

Store room organisation

Goods and donation organisation

Housekeeping. 
Required skills, knowledge and experience: 

To be reliable and flexible.

To have a friendly and approachable manner.

To understand Confidentiality and Data Protection.

Hours required/available; 
The post is available on the following days/times, a volunteer can stipulate what hours/days they are available to work.
	
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	Morning
	
	
	
	
	

	Afternoon
	
	
	
	
	


Support and training provided: 

The Manager will provide you with on the job training to cover the role and activities that are required. 
You will be provided with a Mentor.

You will have regular catch up meetings with your supervisor/manager.

You will have access to Training courses which are provided free for Volunteers, to aid your personal development.
Volunteer Benefits:

· Normal travel expenses will be paid when accompanied by a receipt.

· The post will provide you with on the job experience, covering all the activities above. 

· What kind of job could this lead to?  Assistant housekeeper 

Any other requirements / notes: 
All Volunteer posts within Gingerbread Centre, are required to have an enhanced DBS check. 
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If you are interested in this role, more information can be found by on our website; www.gingerbreadcentre.co.uk or you can request the Volunteer Role Profile you are interested in via the admin team; admin.assistant@gingerbreadcentre.co.uk, or you can telephone on 01782 344740 or 01782 683016.






[image: image5][image: image6][image: image7][image: image8][image: image9][image: image10][image: image11][image: image12][image: image13][image: image14][image: image15][image: image16][image: image17][image: image18][image: image19][image: image20][image: image21][image: image22][image: image23][image: image24][image: image25][image: image26][image: image27][image: image28]
VRP 03 March 2016

1

