Canopy Housing Project 

Job Description
Volunteer Support and Site Worker
  

Responsible to: Coordinator 
Pay: ……………………………………… 
Hours: normally a 37.5 hour week, but flexible working will be considered 

Pension: Canopy Housing Project will match an individual’s contributions of up to 5% of gross basic salary. 

Holidays: 25 days per year, increasing by one day each 12 months served to a maximum of 30 days, plus 8 public holidays plus 1 day following Easter Monday, Spring and August Bank Holidays pro rata - a starting entitlement in 2009 of 36 including Bank holidays etc, increasing to a maximum of 41 after 5 years service 

Probation: The post will have a probationary period of six months. 

Main responsibilities 

· To work alongside the existing Volunteer Support Workers, under the supervision of the Coordinator, to recruit and support our many volunteers
· To work on site 2-3 days a week renovating derelict homes with homeless self-helpers and volunteers 

· To undertake administration necessary to the role 

· To help out in every area of the organisation’s work as directed 

Specific tasks
· To recruit volunteers 

· To build relationships with referral agencies
· To accompany volunteers to appointments occasionally 

· To encourage volunteers to be as independent as possible 

· To help volunteers access assessment of, and support for, their differing needs, including health, immigration advice, legal matters, mental health issues, drug or alcohol use or other special needs 

· Supervise volunteers on site
· Undertake volunteer inductions 

· To schedule and carry out regular volunteer appraisals
· Help volunteers to access all state benefits that they are entitled to 

· Advise and help volunteers to find training and work opportunities 

· Communicate well with colleagues about the needs of volunteers 
· To work in a non-discriminatory way  

· provision of high quality services that respond sensitively to the needs of Canopy’s tenants and volunteers, and are delivered with regard to their culture, personal history and their circumstances. 

· Accurately administer and file records, develop and maintain systems of record keeping, for example databases and paper records
· To comply with and suggest improvements to Canopy policies and working pratices 

· To attend Management Committee meetings as staff representative from time to time 

· Attend weekly team meetings
· Attend regular supervisions and annual appraisals with line manager 

· contribute to identifying your own training needs and attend relevant training 

· Work on our sites and on voids - this involves physical work including lifting and carrying
· Help plan schedules of work 

· Assist with acquiring tools and materials for sites
· Undertake DIY and building tasks such as plastering, decorating, repairing joinery, fitting furniture, cleaning, fitting windows and doors after training by colleagues where appropriate 

· Assist in promotional work
· To take responsibility for identifying hazards, reporting them and doing something about them 

· Be concerned for the Safety and Health of all people in contact with Canopy 

· Assist with the production of newsletters and other publications, including the annual report and films
