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	Role
	Training Support Volunteer 


	Role Category
	Developing People



	Purpose
	To support the delivery of training activities within George House Trust (mostly volunteer training)


	Key Activities
	· Setting up the room for training sessions
· Preparing food for training sessions

· Signing people into training sessions

· Meeting and greeting people and making them feel welcome

· Administering travel expenses at the end of sessions

· Opportunities to develop skills/experience in training delivery, for those who are interested.

	Dos and Don’ts
	Do

· Have a friendly, welcoming and approachable manner.

· Be aware of people who appear to be isolated or need extra support.

· Be aware of basic food hygiene when preparing/handling food.

· Be aware of your own and others’ health and safety and alert a staff member if you identify anything that could cause harm.

· Make yourself aware of the GHT Fire Evacuation Procedure and your responsibilities as a volunteer.

· Ask a staff member if you are unsure about any aspects of your volunteer role as a Training Support Volunteer.

· Be aware of confidentiality – you may hear personal info about people, whilst volunteering 

· Debrief with GHT staff member, once the session is over.
Don’t
· Lift, move or handle any furniture or large objects before, during or after the Training unless you have been sent on a moving and handling course by GHT.
· Be scared about talking to people – it is important that people are made to feel welcome.

· Try to be an expert – if you are asked a question about something and are unsure about the answer, then refer it to the GHT staff member.

· Try to input into the actual training session unless you have been briefed by a staff member/Training Group volunteer first and have done the necessary preparation

	Time Commitment


	Variable. Most training takes place during evenings and weekends.

	Location
	Meetings will be held at George House Trust.  Training activities may be at a variety of venues/locations.


	Restrictions (gender/sexual orientation etc)
	None

	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

· work within the boundaries of your volunteer role

· be punctual and reliable

· be respectful of others’ differences and choices

· be committed to challenging stigma and prejudice

· maintain confidentiality at all times 

· communicate clearly in English

· work within George House Trust’s policies and procedures

Knowledge

· basic understanding of HIV
· basic understanding of key issues affecting people living with HIV
· basic understanding of asylum and immigration issues
· basic understanding of safeguarding issues
· understanding of GHT history and ethos
· understanding of GHT organisational structure/services
· basic understanding of other services in the statutory/voluntary sector
· good understanding of GHT confidentiality policy
· good understanding of equality and diversity issues
 (this knowledge will be covered in the New Volunteer Induction Course)

Skills/experience/knowledge for this role:
· Basic literacy/numeracy skills

· Good communication skills

· A welcoming and approachable manner

· Ability to following instructions

· Ability to practice basic food hygiene
· Ability to handle petty cash and administer expenses
· An understanding of GHT’s fire evacuation procedure

· An understanding of GHT’s learning and development ethos
· An understanding of GHT’s volunteer programme.

	Training required


	· GHT Volunteer Induction Training
· GHT Fire Evacuation Briefing
· Basic Food Hygiene Training

· Lifting and Handling Training

	Future Role Development
	· Train the Trainers Course
· Training/Facilitation Volunteer
· Membership of Training Group

	CRB required?


	No 

	Supervision arrangements
	· Supervision will be provided by the GHT Volunteer and Development Manager

	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 the Volunteer Training and Development Group contact Laura, Volunteer and Development Manager, 0161 2744499, laura@ght.org.uk



































