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Training and Wellbeing Volunteer 
Description of General Role and Specific Tasks

Introduction:

Bristol Mind wishes to recruit a volunteer to support the Wellbeing manager with running of the training project. This will include, keeping up to date databases, sending out information about courses, responding to telephone calls for information and assisting the wellbeing manager with her administration.  Applicants will need to have familiarity with office systems and some experience of working with people in stressful situations.  The post holder will be supported by, and work with, the Wellbeing Manger but may be required to work on their own form time to time so will need to have the confidence to act as the first point of contact for telephone and personal callers.
The training and wellbeing volunteer will undertake some of the general administration tasks and responsibilities to help ensure the smooth running of the project.  They will play a key role in the administration of training courses that we run from time to time (booking venues and recording bookings and payments for delegates).
 Role of Training and Wellbeing Volunteer:

· To contribute to the work of the Wellbeing Manager in maintaining the projects administration and information systems. 

· To support the work of staff and volunteers in providing friendly and efficient office based services 

· To contribute to keeping a pleasant, well organised environment for the benefit of people visiting the office, staff and other volunteers 
· To contribute to the safety of everyone using the Bristol Mind office by ensuring all working practices and equipment conform to health and safety standards and reporting any concerns.

· To contribute to an environment that is helpful and respectful to everyone in contact with the office and that promotes a positive attitude towards individual diversity.

· To know about and adhere to Bristol Mind policies and procedures i.e. Confidentiality, Equal Opportunities, Data Protection etc.

· Make use of supervision and support provided
Role Description
Training Project Administration Tasks:

· Supporting the Wellbeing & Recovery Manager with administration of Training Project – duties to include: responding to and recording training enquiries; contacting trainers to establish dates and availability; booking venues; input to and maintenance of project database and booking system
· Updating of Bristol Mind website to promote and detail scheduled training

· Photocopying of training materials and liaising with trainers 
· Stock-keeping and ordering of training materials
· Willingness to develop knowledge and understanding of Bristol Mind policies and procedures; administrative filing and record keeping systems
·  Support meetings as required e.g. taking minutes, photocopying agendas etc.

· Keep the office tidy

In Addition:
From time to time you may be asked to help provide cover to the Office Co-ordinator administration staff and volunteers: Tasks will include:

· Responding to general telephone and email enquiries; sign-posting where possible

· Answering the door and responding helpfully to visitors to Bristol Mind office

· Redirecting calls or passing on messages to Bristol Mind projects and services as appropriate e.g. to the Advocacy Project
· Maintain adequate stocks of National Mind publications

· Be familiar with the full content of Bristol Mind’s web site and other appropriate information resources and sign post callers to these resources as necessary
· Post out information, copies of leaflets, National Mind leaflets 
· Engage with and make good use of support and supervision 
· Attend and participate in on-going training
Person Specification
Skills, experience and abilities

1. Minimum 2 years’ paid or voluntary office administration experience 

2. Confident and capable with Microsoft Word and Excel

3. Experience of working in a reception area

4. Good listening and verbal communication skills

5. Understanding/experience of wellbeing issues and emotional distress
6. Knowledge of voluntary sector organisations and how they operate
Attitude and values

1. Open and non-judgemental attitude 
2. Demonstrable commitment to equal opportunities practice / challenging stigma 

3. Patience, tolerance and ability to take a flexible approach when required
4. Willingness and ability to share and represent the ethos and values of Bristol Mind: to promote a positive view of mental health and provide services that are user-focused, supportive and empowering. 
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APPLICATION FORM (Part 1)

	POST APPLIED FOR:
	


The first two pages will be detached on arrival and will not be seen by the Selection Panel unless you are invited to Interview.
Please complete in black ink or type.
	PERSONAL DETAILS

Full Name:                                                                                                Mr./Ms/Mrs./Miss/other.

Address: 

Post Code:

Tel. No. home:                                                 work:


	REFEREES 

Name: 

Address:

Tel no.:                                                Relationship to you:

Name:

Address:

Tel no.                                                 Relationship to you:




Are you related to anyone currently involved with Bristol Mind either paid staff, or a member of the Executive Management Committee?

Have you had any involvement with Bristol Mind in a paid or unpaid capacity?

	Bristol Mind believes that ex-offenders, like every other applicant, should be considered for paid/voluntary work on the basis of their commitment and ability to do the job.  However, paid and volunteer staff will be required to work with groups of people deemed vulnerable by the Rehabilitation of Offenders Act 1974.  Due to the nature of the job, this post is exempt from the Rehabilitation of Offenders Act 1974.
Do you have any criminal convictions, which you feel we need to know about?       YES / NO

Please declare all criminal convictions, which relate to the handling of finance, fraud, or thefts or crimes against persons. This post is subject to an Enhanced Criminal Records Bureaux check.



If called for interview, are there any access issues or other factors, which would ensure it is comfortable and accessible to you?

All the information I have given here is true.  I understand that if have made a false statement, any subsequent offer of, or contract of employment may be withdrawn.  I consent to the use of all this information for considering my application, and understand that:

· It will be treated confidentially at all times in accordance with the 1998 Data Protection Act

· If I am successful it will form part of my personnel records

· If I am unsuccessful the information will be destroyed after six months

Signed                                                                                            Date

APPLICATION FORM (Part 2)
	POST APPLIED FOR:
	


	CURRENT OR MOST RECENT PAID / UNPAID EMPLOYMENT

Employer

Address

Post Title

Key Duties / Responsibilities

Date started                                                          Period of notice required / Date finished




	QUALIFICATIONS & TRAINING RELEVANT TO THIS POST (most recent first)

	Subject
	Qualification
	Place of Training
	Dates



	Employer Name & Address
	Previous Employment (most recent first)

Post & Brief Outline of Duties
	Dates




	FURTHER INFORMATION 

Why you are interested in this post, and what skills and experience do you think you could bring to it?  Please tell us about any relevant experience you have acquired.  This may be from current or previous jobs, but also be from community/voluntary work, experiences gained in the home or through leisure interests.  Please address the Person Specification points in this section.  

FURTHER INFORMATION (continued)

Please continue on additional sheets if necessary.




Please do not send any CV’s with this application

Please return the completed application form to:

Bristol Mind, 35, Old Market Street, Bristol BS2 0EZ marked Job Application

Bristol Mind
                  Training and Wellbeing Volunteer    Description of Role and Specific Tasks

December 2011
                      Claire Farnworth 

Registered Charity No. 1085171              Registered Co. No. 04124744

