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Coffee Morning Organiser 
Introduction 
Age UK Camden is an independent voluntary organisation working to enhance the quality of life for older people living in the borough.  

Our clients are the focus of our services, some are potentially vulnerable and many have high support needs.  

We aim for inclusive volunteering but the needs and best interests of our clients will inform our volunteering decisions.  We endeavour to train and support all our volunteers in their roles and will receive continuous support from a member of staff 
Information and Advice service run a monthly coffee morning session which usually takes place on the first Wednesday of each month for service users that live in Camden Borough. The coffee morning is a social and educational event which has been successfully attended by 25+ people per month for the last 7 years.
Role Outline:
The task include the following
· Inviting guest speakers to the coffee morning session liaising with them, finding out what IT facilities they may need
· Keep a record of all speakers and their details on the existing excel spreadsheet

· Being proactive and identifying guests/organisations that may be of interest to the coffee morning service users and arranging dates when they will be able to attend

· Attending the coffee morning 

· Making the teas/coffees for the service users

· Volunteer can bake a cake for the coffee morning which is optional and will be reimbursed for costs involved otherwise buy the cakes 
· Volunteer will be the lead for the coffee morning therefore all queries by the service users or guest speakers will be dealt with by them 

· Volunteer to keep a register of all attendees and update Charity log (AUKC database) after each session

· Update Charity log with details of new members and maintain members list and address labels
· Liaise with Communications and marketing staff member and request coffee morning invitation to be designed
· Send out Coffee morning invites by post and email at least one week before the next scheduled coffee morning 
Personal qualities most suited to the role  
· Ability to plan, organise and lead an event.

· Initiative and confidence to engage with other professionals
· Good communication skills, enjoy conversation and meeting new people

· Confidence to encourage people to take initiative and participate

· Confident with computers and ability to use our database system (we will provide training)

· Consistency and reliability 

· Understanding of Confidentiality

· Empathy and sensitivity
· Requirement to undertake induction training and follow guidelines and policies of Age UK Camden
Time Commitment 
8 hours a month, including the monthly coffee morning (usually the first Wednesday of the month 9:30 -12:30)
Induction:

· Attending Age UK Camden Induction for new volunteers

· Information Governance

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
