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Admin support Dementia Wellbeing Service 
Introduction 
Who is Age UK Camden 

Age UK Camden is an independent voluntary organisation working to enhance the quality of life for older people living in the borough of Camden. We are predominately a front line service delivery organisation.   

Our clients are the focus of our services, some are potentially vulnerable and many have high support needs.  We aim for inclusive volunteering while keeping the needs and best interests of our clients’ front and center:  We endeavor to train and support our volunteers and an opportunity to contribute to the lives of older people in the borough.  
Outline of Wellbeing Service 
The aim of the service is to help improve the lives of people affected by dementia. It does this by providing practical and emotional support to people with a diagnosis of dementia (or who experience memory problems and may have dementia) and their carers. 
Keep in Touch
Staff based with one of our corporate partners are matched with an older person and send them a card once a month. Receiving a personal card can really mean a lot to some people; it shows that they are being thought of.  The cards can be re-read and put on display – providing stimulation.  Sending cards with specific images can aid reminiscence and prompt positive memories.  They are way of remaining connected to the community and other people and remind people they are not on their own.
Role Outline: The role may include the following tasks
· Contacting staff at the company and setting up matches
· Contacting members of the service to see if they are interested in Keep in Touch.

· Gathering any feedback from clients or volunteers and sharing with company.

· Telephoning clients as requested to set up new matches and writing any confirmation letters.

· Keeping records as requested.

· Scanning and uploading documents.

· Other admin duties that will be discussed and agreed with the coordinator

Personal qualities most suited to the role  
· Ability to take on tasks and use initiative
· Confident in basic computer use (word and email)
· Good verbal and written skills in English

· Confident to make phone calls

· Patient and sensitive to the issues that impact on older people and those living with memory loss. 
· Requirement to undertake induction training and follow guidelines and policies of Age UK Camden
Time Commitment 
Once a week for a few hours – days can be flexible

Time and days can be agreed with the coordinator.
Volunteers will be supported in their roles by the Wellbeing Team and this will include Forums.

Travel and other agreed out of pocket expenses are reimbursed to volunteers
Induction:
· Induction to the organisation 

· Charity Log – our database system

· Induction to building 
· We encourage you to attend Dementia training and/or complete online modules as it will be useful to the role.
Pathway to becoming a volunteer.
· Application Form
· Informal meeting 






· References
· Disclosure & Barring Check
· Attending Induction

Volunteers will need to complete all induction and training before a final decision regarding their suitability for volunteering is made

