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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 Advisor – Form Completion
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 and will involve completing welfare benefit and other application forms, using information provided by clients, as part of the holistic advice service. 
This post is subject to an enhanced DBS check.
Responsibilities
Advice Service

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. Working as part of the team, assisting with the completion of various forms to a high standard.
2. Ensuring that clients are made aware of the next steps needed once a form has been completed.
3. Ensuring that the standard client care procedure is followed, including forwarding a client care letter.
4. Adhering to the office file review system to ensure that outcomes are sought from clients and any financial gains are recorded, and if necessary, clients are advised of actions required after the receipt of a decision.
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. Attend internal and external training, assessments and development requirements as necessary.

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