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Charity Number:1120869
Warren Farm Community Project

Tel: 0121 384 2333
Web: www.new-heights.org.uk

Volunteer Role Description 

Role title:



Volunteer Generalist Advisor
Department:



BREATHE PROJECT

Expected commitment:
Key times are 10.00am – 2.00pm Monday, Tuesday, Wednesday and Thursday
Reporting to:
Volunteer Coordinator – who will provide you with the support and supervision necessary for you to perform your role.


The Programme Manager – who will provide day to day supervision specific to the role.

Main Purpose of the Role
To assist with the provision of an effective and efficient generalist advice service within the aims, policies and principles of BREATHE Project and the requirements of the funding contract working to advice quality standards and Lottery Funding Requirements.

The role will be based at our office at New Heights in the Kingstanding area of Birmingham.

This post is subject to an enhanced DBS check.
Responsibilities
As a volunteer, you will be working under the supervision of the Advice Team and you will be given full training in all the Breathe Project’s office systems
1. Assist in providing face-to-face advice and follow-up work covering a range of generalist advice issues including welfare benefits, basic debt/money advice, some housing, fuel poverty, disability rights and entitlement.

2. Acting for the clients where necessary by negotiating, drafting or letters and telephoning.

3. Negotiating with third parties as appropriate, both orally and in writing.

4. Ensuring income maximisation through the take up of appropriate benefits.

5. Ensure that all work and recording conforms to the Breathe Advice and Advocacy Service standards and policies and the requirements of the funding contract working to advice quality standards and Lottery Funding Requirements.

6.  Maintain full case records for the purpose of continuity of casework, information retrieval and statistical monitoring.
7. As part of the BREATHE Advice Team, deliver advice sessions at the new Heights Warren Farm Community Project Location.

8. Attend internal and external Training, assessments and development requirements as necessary.

General
1. Work within the New Heights Warren Farm Community Project’s Confidentiality, Data Protection, Health and Safety and Safeguarding policies.
2. Attend training in the above as part of the volunteer agreement with New Heights Warren Farm Community Project.
