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               THE RENEWAL PROGRAMME

VOLUNTEER ROLE DESCRIPTION

DEPARTMENT:
RAMP
ROLE:
Volunteer Casework Adviser (includes working with clients) 

HOURS PER WEEK:
5-10 Hours per week (1 to 2 days a week.)
REPORTS TO:
Humera Ali Ramp Service Caseworker
TASKS:
You may be asked to help with
1. Assessing clients’ needs – meeting with them and establishing their needs in regard to health, housing, and identifying relevant referral routes (e.g. signposting to other sources of support, referring to legal and other advisers)
2. Recording information about clients on the electronic record – ensuring accuracy and completeness and following The Renewal Programme policies regarding confidentiality and data security.
3. Working with clients to capture their experience for the purposes of demonstrating the outcomes the service achieves.
4. Supporting with the capture and analysis of data relating to the service, such as number of clients, referrals made, etc.
5. Supporting other work as required, such as the operation of the weekly foodbank or planned events and outings
What skills, knowledge and experience we are looking for

1. Whilst you are not required to have casework experience for this role, it is an advantage.  
2. Volunteer will have an appreciation of the experience, challenges and issues faced by migrant, refugees and asylum seekers or will willing to learn.
3. Competent in using IT including Microsoft outlook (calendar and email), word and excel
4. Good communication skills – able to speak and write clearly in English. Knowledge of other languages and cultures is an advantage.
5. Willingness to work in accordance with The Renewal Programme Values which work towards supporting clients to achieve the skills and goals and equipped to cope with challenges themselves in future.
6. Good ability to listen to others without judgement, and to use empathy and supportive questions to establish client’s needs and situation.  Record the information accurately and objectively.
7. Be willing to learn about services and support available at The Renewal Programme and elsewhere and confidently make referrals to other organisations.
8. Be able to manage own time and work within a team and supervised setting, have the initiative to ask for help when required.
What we offer you as a volunteer:

1. We value your contribution. We will try to find you interesting and rewarding things to do, which you enjoy and make a positive contribution to the work of the charity.
2. We will discuss with you every few months how you are getting on, whether you need any training to help you with your role, and what activities you might perform which will help you grow your skills and experience.

3. We will pay any agreed out of pocket expenses.
4. We will invite you to participate in staff events, such as our annual summer and Christmas events and any outings.
5. We are keen for your volunteering to be successful. Please tell us straight away if you have any concerns or questions.  
6. We will offer you training relevant to your volunteer role.

 What we ask of you when you volunteer:

1. Please turn up on time for your agreed volunteer duties. If you are unable to make it, please call us as soon as possible to let us know.

2. Please agree in advance with us if you need to claim travel expenses, and keep a copy of all receipts.  Please register your Oyster card and obtain a print out of your journey costs.

3. Please only complete the tasks you are asked to do, and only take on other duties or activities if you have checked with your supervisor first.

4. Please represent the Renewal Programme in a professional way at all times.  The charity does not tolerate any discriminatory, racists or abusive behaviour, and we want everyone to treat each other with dignity and respect.  

5. Please ensure any personal information you know about clients, staff, volunteers or the charity’s business is kept confidential.
6. If you use our computer system, please do not use the system for personal matters, unless you have specific permission from your supervisor.

7. Please take responsibility for your own health and safety, and also for other people.  Follow our Health and Safety rules, complete any training we ask you to, and follow instructions.  

8. Please alert a member of staff straight away if you are concerned about any individual’s health and wellbeing or have a concern about safeguarding.
9. You will be asked to complete a DBS Disclosure check for children and adults for this role.  Please tell us if you have any convictions during the time you are volunteering with us, so we can check it is OK for you to continue volunteering with us.
__________________________________________________________________________________________
I have read and agree to the above requests
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