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Part Time volunteer placement at the westonworks skills and job shop:

Westonworks runs a volunteer placement scheme.  This is an opportunity to work in a customer service role in the skills and job shop and to undertake an NVQ2 in Customer Care.  Westonworks are prepared to fund and support volunteers to undertake the NVQ and are looking for people who are able to commit to the placement for six to nine months, which will be the time needed to achieve the qualification.

If you are interested in this opportunity contact the manager, Adrian Stone on 426260, or pop into the shop at 6a St Andrews Parade.
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First a little bit about Westonworks:

Westonworks is a one stop skills and job shop where visitors will find friendly advice and support on:

· learning 
· training
· developing new skills  

· finding work  

· moving on in work 

· self employment  

· volunteering
We provide free, confidential and impartial information and advice.

Anyone over 18 can use the service.

Westonworks is a partnership funded by the South Ward Neighbourhood Partnership, North Somerset Council, NS Housing and Working Links.
Advisors based in the shop are from specialist agencies including:

Brandon Trust

Family Information Service

CSV Avon Training

North Somerset Community Learning Service

North Somerset Council Ready4Work scheme

Nextstep

Princes Trust

Scout Enterprises

Shaw Trust

Tomorrow’s People

V-involved

Voluntary Action North Somerset (VANS)
Weston College

Working Links

Westonworks Volunteer Charter

Unlike westonworks paid staff, westonworks volunteers do not have a formal contract of employment. However, volunteers do have certain entitlements and responsibilities, which are outlined below:

As a westonworks volunteer, you are entitled:

· To receive information about westonworks work

· To have a written description of the tasks that make up your voluntary work 

· To receive the necessary training to carry out your voluntary work effectively

· To know who to turn to with questions or problems

· To be included at relevant meetings and social functions

· To feel valued by westonworks and partner staff

· To receive regular and constructive feedback

· To be consulted on matters directly or indirectly affecting your voluntary work

· To see the results of your voluntary work e.g. to know how many people have been helped into work and learning

· To be told about arrangements for insurance, taking up references and reimbursement of expenses

· To be trusted with confidential information which is necessary in the course of your voluntary work

Westonworks asks volunteers:

· To carry out your voluntary work as outlined in the agreed description or written guidelines

· To be reliable and punctual

· To notify the relevant member of staff if you are unable to volunteer on a particular day, or if you are going to be delayed

· To respect confidentiality, we will need you to have a CRB check

· To respect the rights of staff and other volunteers

· To attend relevant training sessions

· To contribute to the work of the team by attending meetings as necessary

· If possible, to give two weeks advice of their intention to cease volunteering with westonworks 

Here is some information to consider before you start
Confidentiality

As a volunteer you may become aware of confidential information about customers of the shop, other volunteers or staff. It is essential that you do not share information outside the shop, and that you keep all matters relating to customers, other volunteers or staff completely confidential.
Refreshments and expenses:

Tea and Coffee is provided for all volunteers, any expenses that the volunteer has in their role as a volunteer at westonworks will be met on production of a receipt. This can include reasonable travel expenses to and from the shop.

Insurance

All volunteers are covered by our liability insurance within their volunteer role.

Personal details

All volunteer details are kept securely. If you want to see any of this information please ask the manager.

Reporting absence or sickness

We value your time and rely on you to turn up when you say you will, however, we understand that it may not always be possible for you to come. Pleas let us know as soon as possible so we don’t worry and can plan appropriately.

Health and Safety

We have a duty of care towards all of our volunteers. We will make sure that you work in a safe and healthy environment, taking appropriate steps to reduce any risks you may face. We will also look after the health and safety of all visitors to the shop and we ask you to report any concerns that you may have. 
Equal Opportunities

We expect all volunteers to comply with Westonworks’ equal opportunities policy. We will ensure that volunteers or those seeking to volunteer do not receive less favourable treatment on the grounds of sex, sexual orientation, race, colour, ethnic or national origin, religion or philosophical belief, disability, gender identity/reassignment, marital status, family circumstances or age or be disadvantaged by conditions or requirements that can’t be shown to be justifiable.

References

Once you have volunteered with Westonworks we will provide a reference if you need one. We will also take up references from you and ask you to complete a CRB check before you start in your role.

How much time will it take?

We are looking for a volunteer who will stay for at least 6-9 months in order to be able to complete the NVQ2 in customer care. The hours of work will be negotiated with each individual, but will need to be sufficient to complete the assigned task in order to achieve the qualification

Comments, suggestions and complaints.
We are constantly trying to improve our service and will take notice of comments, suggestions and complaints

Resolving Differences

Where problems arise in your volunteering role we will always deal with these in a fair manner.  You will be informed at your induction of how to raise any issues or concerns that you have, and of what actions will result if the guidelines we give you are not adhered to.

Serious concerns

Where an issue arises of serious concern such as a criminal offence, Westonworks has a procedure for dealing with such concerns. Wherever possible please raise concerns with the Westonworks manager. 
Leaving

We hope that when you finish volunteering that you will fill in a leavers questionnaire so that we can get feedback about your time with us and hear any suggestions that you have about improving the volunteering opportunities at Westonworks.

Westonworks volunteering task description
We are looking for someone to help with the following tasks at westonworks:

Working with clients

· Maintain stocks of client paperwork

· Greet people coming into westonworks

· Register drop in/telephoning in clients

· Refer clients once registered to appropriate advisers

· Help clients to fill in paperwork 

· Help clients use computers for job search, CVs etc

Display material

· Keeping shop public area tidy and local newspapers available, photocopying if needed for clients

· Print out and display Jobcentre Plus (daily) and Weston Hospital (weekly) jobs

Other duties

· Answering the telephone as westonworks reception and taking messages, responding appropriately and filing.

Skills and Personal Qualities needed
These are the skills and personal qualities we think are important for the role:
· Good literacy and numeracy skills

· Enjoy working with people, able to put people at ease

· Good talking and listening skills

· Able to explain things to people

· Being supportive to people

· Able to use a computer

· Good at keeping accurate records

· You will need a CRB check – if this is a concern please talk to us about it
What happens next?

If you are interested in the role please complete the application form below by 19th February and post it or hand it into westonworks.  We will invite people in for an informal discussion about the role on 26th February.  

If you would like some help completing the form or would like to brush up your interview skills drop into westonworks to speak to an adviser.
Application for volunteering at westonworks

Your contact details
Name: _________________________________________________
Address: _______________________________________________
______________________________________________________
Postcode: ____________
Telephone number:
 ___________________  Mobile: _____________
Email: ______________________________
Emergency contact details

Please give details of someone we would be able to contact in an emergency while you are volunteering with us.

Name: _________________________________________________
Address: _______________________________________________
_______________________________________________________
Postcode: __________________________
Telephone number: ___________________

What is this person’s relationship to you:

_______________________________________________________

Why do you want to volunteer?

Please use this space to tell us about why you want to volunteer for Westonworks

You can tell us about:

· The kind of job you would like to do

· The kind of job you are hoping to work towards

· The kind of training you would like access to


Please the space below to tell us about your skills and previous experience (paid or unpaid) that you would like to use while working at westonworks.


Which days of the week are you available? _______________________

What hours are you available on these days?______________________

References

Please provide details of two people who we can contact and will provide written references to support your application to become a volunteer with westonworks.

If you do not have employment references, we can accept references from friends and others who know you, but not from your immediately family or household.

1. Name: ___________________________________________

Address:
____________________________________________


____________________________________________
Postcode:________________
Telephone: 
_______________

How do you know this person?
_________________________

2. Name: ___________________________________________

Address:
____________________________________________



____________________________________________

Postcode:________________
Telephone: 
_______________

How do you know this person?
_________________________

Please note that this role does require a police check (Criminal Record Check).

Please return the completed form to:

Adrian Stone, westonworks, 6a St Andrew’s Parade,
Weston super Mare, BS23 3SS by 19th February.
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