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	Role
	Distribution Volunteer


	

	Role Category
	Office Support



	Purpose
	To distribute GHT publicity materials to clinics and venues in Greater Manchester and across the North West of England.


	Key Activities
	· Distributing GHT publicity materials to venues around Canal Street on a monthly basis
· Distributing GHT publicity materials to GUM clinics and HIV treatment centres in Greater Manchester on a monthly basis
· Distributing GHT publicity materials to other clinics and venues in the North West as required.
· Distributing GHT publicity materials to other organisations and community venues as appropriate.
· Building relationships with venues, clinics and organisations as appropriate.

	Do’s and Don’ts

	Do
· Be aware that you are representing GHT as an organisation, when distributing publicity materials.
· Remain professional at all times, when undertaking distribution work.
· Ask questions if unsure about any aspect of distribution or promoting GHT.
· Keep a note of contact names at the venues, clinics and organisations that you distribute materials to.

· Make sure you debrief with a GHT worker after each round of distribution work.

· Follow instructions regarding lifting and handling boxes/materials.  Do not lift anything that feels too heavy or causes discomfort.

· Be reliable and punctual

· Follow instructions from GHT staff.

· Plan your route in advance and take regular breaks if driving long distances. (see GHT guidance for Volunteer Drivers for further detaisl).
Don’t

· Organise distribution activities independently, without consultation with GHT staff
· Approach organisations, about George House Trust, without the explicit agreement of GHT staff.
· Produce/distribute publicity materials, unless the final draft has been agreed by GHT staff.
· Get drawn into arguments or confrontational situations, when representing GHT.
· Take drugs or drink alcohol when undertaking distribution work as a GHT volunteer.

	Time Commitment


	Varies.

	Location
	Varies.


	Restrictions (gender/sexual orientation etc)
	n/a 

	Skills/experience required


	General skills/experience

You must be able to:

· work towards George House Trust’s aim of promoting the best quality of life for people living with HIV in the North West

· work with others as part of a team

· be punctual and reliable

· be respectful of others’ differences and choices

· be committed to challenging stigma and prejudice

· take responsibility for your own actions

· maintain confidentiality at all times 

· give and receive feedback

· communicate clearly in English

· maintain clear boundaries

· work within George House Trust’s policies and procedures

Knowledge

You must be able to:
· identify the main service user communities at George House Trust
· identify the services George House Trust offers
· communicate basic information about HIV, AIDS and routes of transmission
· demonstrate an understanding of the boundaries of your volunteer role
(this knowledge will be covered in the New Volunteer Induction Course)

Skills/experience for this role

For this role you need to be able to:
· Represent George House Trust professionally. 
· Be willing to travel by car or public transport.

· Build professional relationships with a variety of people.

	Training required


	· GHT Volunteer Induction Training
· Training in lifting and handling



	CRB required?


	No 

	Supervision arrangements
	Team meetings every 6 months. One to one supervision available on request.

	Volunteer Expenses


	Travel expenses on production of tickets/record of mileage (40p per mile).  £4 meal allowance if doing 4+ hours of volunteering (you must provide receipts).

	Further Information
	For further information, or to get involved in volunteering at GHT, contact Laura, Volunteer Co-ordinator, 0161 2744499, laura@ght.org.uk



































