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JOB DESCRIPTION & PERSON SPECIFICATION
	Role Title:
	Digital Skills Volunteer

	Reporting to (Job Title):
	Volunteer & Services Coordinator 

	Salary 
	Voluntary/Unpaid (Expenses paid)

	Hours 
	Monday- Friday (Flexible)

	
	Age UK Barrow & District Volunteer

	Brief overview of the 
Position:







	· Working with Age UK staff and volunteers to deliver the digital inclusion project
· Providing basic digital support and assistance to vulnerable adults
· Supporting vulnerable adults to become more digitally fluent using social Apps such as Zoom, Facebook, Emails, WhatsApp’s… 
· Making face-to-face and digital contact with vulnerable adults to support them in attending digital workshops 
· Developing digital workshop in one-to-one session

	Skills and Experience:
	· Competent in the use of IT systems
· Ability to remain calm and take a problem-solving approach to address challenges 
· An ability to communicate clearly and sensitively with vulnerable adults  
· Experience of engaging with older people in the community either through work/ volunteering or family 
· An ability to take initiative and have input in creative new ideas for activities for vulnerable adults 
· Ability to develop digital tools for older people
· A confident communicator with the ability to talk to groups of people in informal and semi-formal settings
· Able to work as part of a team
· Full driving licence would be useful but not essential. 


	 Accountabilities :
	· Reporting to Digital inclusion manager
· Provide Digital support to clients who need assistance
· Follow instructions given by Age UK staff 
· Signposting enquirers to the appropriate service.
· Following Age UK Policies and procedures


	Flexibility Clauses:
	· The nature of this post will require flexibility to meet urgent needs as they arise, this may entail occasional weekend or evening work.
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Age UK Barrow and District – Core Workplace Values 

	Our core workplace values
	How do we demonstrate these values in the workplace?

	Empowerment

	· We value leaders and managers who can confidently and appropriately delegate to their teams and by doing so encourage fairness, responsibility and trust within their teams. 
· We value honest and transparent leadership where team members can communicate openly and constructively for the benefit of our organisation.
· We value individuals who welcome the opportunity to be empowered by engaging in training, sharing their skills and in doing so taking responsibility for their contribution, performance and their own development. 
· We value individuals who work for the benefit of the team, showing support, offering help, acting co-operatively and encouraging others to work together. 

	Commitment

	· We value those who show commitment by being positive about and supportive of the organisation, its vision, mission and ambitions; those who embrace change, are flexible and consistently deliver over and above expectations. 
· We value team members who consistently adhere to the organisations processes and systems and support others to do so. 
· We recognise the importance of maintaining a work/life balance and value those who recognise that commitment and a work/life balance are mutually compatible.  Equally we value our colleagues who support others to maintain this balance. 

	Innovation

	· We value and reward those progressive team members who strive to improve the quality and efficiency of our work through being solution focused. 
· We embrace new ideas, valuing and recognising individuals who contribute to generating and developing them for the benefit of the Charity and our customers. 

	Responsibility
	· We value those who take responsibility and are accountable for their actions individually and within teams.  
· In turn we value leaders and managers who consistently encourage a culture of openness to enable their teams to take responsibility.  
· We value those who learn from their mistakes and share their learning with others; those who recognise their own responsibility for delivering our shared ambitions and their individual targets within these will thrive at Age UK Barrow and District.


	Age UK Barrow and District - Person Specification 
	Essential 
	Desirable 
	Assessed by 

	
	
	
	Application Form 
	Assessment Centre 
	Presentation
	Interview

	Volunteer ( Digital Inclusion)

	

	
	
	
	
	
	
	

	A desire to working with older people in community settings
	
	
	
	
	
	

	Experience of partnership working with volunteers and community groups and third sector organisations
	
	
	
	
	
	

	Signposting and referring to internal services and external partner organisations
	
	
	
	
	
	

	Experience of managing own workload
	
	
	
	
	
	

	Experience working with protected characteristics groups
	
	
	
	
	
	

	Knowledge

	Understanding the principles of the link between social isolation and wellbeing for older people and the needs of older people (50+)
	
	
	
	
	
	

	Understanding how assistance others to be more digitally fluent can support social isolation and wellbeing. 
	
	
	
	
	
	

	Skills

	Good communication skills and the ability to work with a wider range of people
	
	
	
	
	
	

	Competent IT skills including typing and reporting)
	
	
	
	
	
	

	Communicate clearly 
	
	
	
	
	
	

	Develop collaborative working relationship with group leaders, representatives of other organisations, networking skills
	
	
	
	
	
	

	Work to high standards and act as an effective ambassador for Age UK Barrow and District.
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