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Matching Volunteer Tasks and Volunteers

Exercise

Volunteer Task    VOLUNTEER  PLAY ASSISTANT
	Volunteer Task
	Task
	Volunteer
	Volunteer

	1.
What will the volunteer do?
List all tasks involved in work




	Main Tasks

Attend and complete Induction training.
Be actively involved in your own training and development, and with support, set achievable goals for yourself.

To promote 

and assist in the overall development of the children, becoming a team player with the staff, being able to work alongside the staff and carry out tasks that may be asked from the staff, help prepare work, setting out playroom with staff, helping to tidy and clear up, participating in physical play, e.g. kicking a ball to and fro. 


	Requirements:

Enthusiastic about children, physically fit. 

Enjoy working as part of a team, have a kind caring nature and be of a happy disposition. 

Ability to attend and participate in all necessary training.

Be sensitive, and treat others with courtesy and respect.

Able to be supportive

b) The benefits are a opportunity to gain and develop communication skills and satisfaction of contributing to others development

	1. a)  List any requirements e.g. health, appearance, physique, knowledge, skills, qualities etc 

b) What would the benefits be to the volunteer?

	2.
When?

List options of possible working hours


	TBA
	2 - 3 hours per week approximately 
	2. Will regular/irregular hours be acceptable?  How long does the volunteer task last?

	Where?
Give location of job
	TBA
	No  but bus travel may be required
	Does volunteer need own transport?



	4.
With whom?
Identify relationship between volunteer, other volunteers, yourself
	Supervisor =  Volunteer Co-ordinator

Volunteer = Work Experience 

Other relationships to be built up include liaison with other volunteers, staff , public and other members of the team.
	Must be a team player.
	4.
Does the volunteer need to work as part of a team or work alone, be flexible?     



	5.
Support?

Who will support/supervise volunteer?

Will there be training?

What expenses are available?
	The Volunteer Co-ordinator and a designated person

Yes – on the job training

Reimbursement of travel through Volunteer Centre
	a) Induction training, On the job training & supervision from Volunteer Co-ordinator and tutor
The volunteer will be advised about expenses by the Fife Volunteer Centre and Adam Smith College at induction.
	5. a)  In what ways will the volunteer need support?

b)  Is the volunteer aware of the importance of support and training for everyone?


6. Is the volunteer aware of expenses available and is happy to claim them? 


VOLUNTEER TASK DESCRIPTION
Using this sheet, work out a volunteer task description and a volunteer specification.

	Volunteer Task:
	VOLUNTEER  PLAY ASSISTANT 


Task Description:
	Attend and complete Induction training.  Be actively involved in your own training and development, and with support, set achievable goals for yourself. 

Be a reprehensive of the project values and promote positive behaviours to client group.  Support and assist students and tutors in class by providing support to build morale and confidence within the group. 

Maintaining and Developing good relationships with all college staff and students



Volunteer Description:

	Essential Skills

· Enthusiastic about children, physically fit. Enjoy working as part of a team, have a kind caring nature and be of a happy disposition. 

· Ability to attend and participate in all necessary training. 

· Be sensitive, and treat others with courtesy and respect.

· Able to be supportive.

Personal Qualities

· Responsibility

· Maturity

· Motivation

· Commitment

· Energy

· Trustworthiness

· Reliability


	Desirable
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