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Age UK Enfield is a Charitable Company Limited by Guarantee.

Registered in England and Wales No. 3352062 Registered Charity No.1063696

WELCOME TO AGE UK ENFIELD

The following pages tell you a little about Age UK Enfield and its services, volunteering opportunities and the commitment, both for us and you in volunteering with our organisation.

Included is a list of all the volunteering opportunities that Age UK Enfield currently offers Look through the list to see what appeals to you and Daniela to find out more. Training will be offered to help you carry out agreed tasks.

ABOUT AGE UK ENFIELD

Age UK Enfield works in partnership with a range of voluntary and statutory organisations, to improve the quality of life of people aged 50+ and their carers in the London Borough of Enfield.  Inaugurated in 1985, it is an independent charity as well as part of the national federation of Age UK. The organisation has grown considerably since its inception.

Age UK Enfield employs about 50 staff and works with approximately 132 - 150 volunteers (seasonal) and is governed by an Executive Committee. Members of the Executive Committee are themselves volunteers and delegate the running of the organisation to the Chief Executive. 

Funding comes from a number of different sources including the London Borough of Enfield and NHS Enfield. In addition, we raise funds ourselves and constantly seek new funding to further develop our work with older people in the borough by making bids to major charitable trusts. We have had great success in our applications for bids and continue to try to use these to fund existing work and create new developments.
Our volunteers and staff are expected to treat all older people and anyone else involved with Age UK Enfield with respect and without discrimination in accordance with our equality and diversity principles. Further information on what this means is included in the volunteer induction training.

HOW WE WORK

Our work is underpinned by the belief that all older people are individuals with the right to:

· Respect for their individuality
· Independence
· Privacy and dignity
· Informed choices
· The chance to develop new skills and knowledge
· Have their views heard
WHAT YOU CAN EXPECT FROM US

If you become a volunteer with Age UK Enfield, we promise to help you maximise the benefit you get from being a volunteer by:

· Providing a volunteer role outline so you are clear as to what is expected of you 
· Offering support and training relevant to your role

· Giving you a Volunteer Handbook which sets out in detail what we can expect from each other when you volunteer with us

· Providing out-of-pocket expenses

WHAT WE CAN EXPECT FROM YOU

As an Age UK Enfield volunteer, we expect you to help us by:
· Ensuring you understand and abide by any guidelines associated with your project or the organisation. 

· Being reliable as our customers depend on the services we provide

· Keeping information about customers confidential

· Being a good ambassador for Age UK Enfield.

THE SERVICES WE PROVIDE

The activities and services we provide are organised by service names:-

	
	· Info & Advice

	· Fall Stop Service
	· Membership

	· Day Care- The Parker Centre
	· Memory Club/Memory Care

	· Fit for Life
	· Planning for later life

	· Footcare
	·  Volunteering

	Home Based Support Service
	

	· iCan 
	


WHERE TO FIND US
We are based within two main locations in Ponders End and Edmonton:
John Jackson Library



Parker Centre
35 Agricola Place



           6 Houndsfield Road

Bush Hill Park




Edmonton

EN1 1DW





N9 7RA

Tel: 020 8375 4120




Tel: 020 8351 1131
Fax: 020 8375 4138



           
Email: customerservices@ageukenfield.org.uk 
Email: day.centre@ageukenfield.org.uk
Website: www.ageuk.org.uk/enfield 

Some volunteering opportunities may be linked to our outreach work elsewhere in the Borough.
INFORMATION ABOUT VOLUNTEERING OPPORTUNITIES
Read through the descriptions of the different volunteering roles currently available in Age UK Enfield. To find out more about any of them, please contact:
Daniela Sanna on: 
Tel: 020 8375 4120.
Email:customerservices@ageukenfield.org.uk

Address: Age UK Enfield
John Jackson Library

35 Agricola Place

Bush Hill Park

Enfield

EN1 1DW

Role
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	Administrator
 (Information & Advice)
	9/10

	Day Centre Assistant
	6/7

	Customer Services – Receptionist  Friday 12.30 – 3pm 
	5

	Fall Stop Support Volunteer
	12

	Foot-Care Admin Assistant
	11

	Support Memory Care Navigator/Winchmore Hill Memory Club
	11/12

	Trustee
	8

	iCan Assistant 
	13


	
	Customer Services 

	Volunteer

Opportunities:
	Receptionist 
Estimated hours: Between  9am to 3pm once or twice a week
Sample activities:
To answer incoming calls and transfer calls as required.
To meet and greet visitors and inform relevant employees.

To record on a daily basis the number of visitors and telephone callers to Age UK Enfield using the appropriate form. This will include inputting information onto the computer using the Charity Log software package.

To take and distribute messages summarising the nature of the enquiry so the relevant employee can respond appropriately.

To collect, open and distribute mail for Age UK Enfield and post outgoing mail if an employee is not available to do so.

To undertake office duties as required by the Information, Advice Manager including assisting with mailouts and other administrative tasks.

To actively support frontline colleagues working out of reception during busy periods.
Volunteer Placement: John Jackson Library 

Friday afternoons only 12:30 -  3pm

	
	Contact Daniela Sanna on  020 8375 4120 

Email: customerservices@ageukenfield.org.uk




	Day Centre:

	Day Centre Assistant

PURPOSE OF ROLE: To support and provide companionship to older people with dementia in a Day Centre setting.

ESTIMATED HOURS: Between 9am -5pm. Can consist of a morning, afternoon or early evening session on average of once or twice a week.

VOLUNTEER PLACEMENT:  The Parker Centre 

SAMPLE ACTIVITIES:

· Spending time with service users, talking and listening to them.

· Escorting them to and from their transport. 

· Participating with Day Centre activities. 

· Helping in the kitchen, for example, preparing vegetables, washing up, preparing tea and coffee trays ready to serve.

· Working with staff to ensure service users are supervised at all time

· Working in the office to provide support for the Administrator.

The duties of volunteers may vary and will take into account the needs of service users, volunteers and the project.

The Parker Centre: Tel: 020 8351 1040

Email: day.centre@ageukenfield.org.uk


	Day Centre: 


	Day Centre Kitchen Assistant

PURPOSE OF ROLE: To assist the cook to prepare meals for our clients at The Parker Centre. 
ESTIMATED HOURS: 10am-2pm session on average of once or twice a week.
VOLUNTEER PLACEMENT: Day Centre, 6 Houndsfield Road N9 7RA
SAMPLE ACTIVITIES:
-
Helping in the kitchen, for example, preparing vegetables, washing up, preparing tea and coffee trays ready to serve

-
To assist in make teas and coffees

-
To assist in the washing up using the dishwasher

-
To assist in serving meals to the clients 

The duties of volunteers may vary and will take into account the needs of service users, volunteers and the project.

The Parker Centre: Tel: 020 8351 1040

Email: day.centre@ageukenfield.org.uk 



	Project Name:
	Administration 

	Volunteer

Opportunities:
	Trustee position on Age UK Enfield’s  Executive Committee/ Board

Age UK Enfield’s Executive Committee/Board is seeking a Trustee. 

Voluntary organisations now need to embrace the Government’s personalisation agenda which allocates individual budgets to older people to purchase their own services.  This requires organisations and staff to rethink the way in which they promote and advertise their services and respond to requests for assistance.  

Age UK Enfield has carried out an internal restructure to ensure that the customers/clients receive an improved response to their initial enquiries. We now need to focus on how we market and promote our services to maximise the opportunities of letting older people and their carers know about the quality services that we offer.

We are therefore seeking someone to become a Trustee on our Executive Committee/Board who has experience and knowledge of marketing to assist us in developing a strategy that enables us to become the leading provider of information and advice and provision of support services to older people and their Carers in Enfield.  

If you feel you can help and are interested in this position please contact Alan Weinstock, Interim Operational Director for an initial discussion.



	Contact:
	Gary Jones

	Tel:  020 8375 4105
gary.jones@ageukenfield.org.uk 




	Information & Advice Service

	Volunteer Role Profile

Administrator and Outcomes Collector

Introduction

Age UK Enfield Information and Advice (I&A) service provides information and advice to older people on matters such as welfare benefits, health and social care, housing and local services. The team is based in the John Jackson Library, and made up of an I&A manager and 6 I&A volunteers. The service is delivered from the Office on a Monday Tuesday and Wednesday between 9.30 – 2.30.

Helping older people to complete welfare benefit applications and other documentation is an important function of an Age UK I&A service. Finding out the results of this work is important because it can help the client attract further support and assistance; help us demonstrate our work and show funders the value we provide to local older people; and help the organisation plan further services and support to older people.

In this volunteering role, you will be helping the I&A service with day to day administration tasks and to establish the results of the work and outcomes of the service. It will involve making contact with older people. [This may be done by letter, online or using a telephone survey.]

Responsible to: I&A manager

Based at: Age UK Enfield main office John Jackson Library Agricola Place Enfield EN1 1DW

Main tasks

· Photocopying, filing, scanning and shredding

· Word-processing and inputting data

· Ordering and re-stocking leaflets and information

· Making contact with recent Age UK Enfield clients, who have been in receipt of an I&A service (by phone, letter or email)

· Assisting them to complete an outcomes questionnaire

· Collating the results and producing reports.

· Personal qualities most suited to this role

· A methodical and orderly approach

· Experience of using a computer, in particular Word

· A good command of written and spoken English

· Excellent communication skills

	Volunteer Role Profile

Office Based Form Filler

Introduction
Age UK Enfield Information and Advice (I&A) service provides information and advice to older people on matters such as welfare benefits, health and social care, housing and local services. The team is based in the Age UK Enfield office in John Jackson Library, and made up of an I&A manager and 6 I&A volunteers. The service is delivered from the Age UK Enfield Office Monday to Wednesday in between 9.30 – 2.30.
Helping older people to complete welfare benefit applications and other types of documentation (e.g. charitable grant forms and housing applications) is an important function of an Age UK I&A service. Many older people struggle with such forms for several reasons – because of the complexity of the forms, issues related to failing health (poor sight, arthritis in their hands, struggling to concentrate, etc.), because they never learnt to read or write or because they do not have the IT skills to complete online applications. As a result, older people often do not receive money or services that they have a legal right or entitlement to. 
In this volunteer role you will assist older people to complete a range of different forms and online applications at Age UK Enfield I&A office. Training, induction and support will be providedWe are also looking for Volunteer Administrators’ to support our Information & Advice officers’.  You will play a vital administrative role in helping delivering the Information and Advice service to our community.  

You will need to be able to commit at least one day per week between 9.00am – 3pm. In providing adminstrative support you will need to be a confident and enthusiastic person with excellent communication skills, who is proficient in organising paperwork, processing and inputting data, diary management, taking minutes, and have good IT skills in Excel, Word and outlook applications. 
In this volunteer role you will assist older people to complete a range of different forms and online applications at Age UK Enfield I&A office. Training, induction and support will be provided. 

Responsible to: I&A manager

Based at: Age UK Enfield John Jackson Library Agricola Place Enfield EN1 1DW

Key responsibilities

· Completing forms and online applications through face-to-face appointments with older people and their carers or family

· Providing guidance to clients on ‘next steps’ to be taken after the completion of a form or online application to enable a successful outcome (e.g. explaining any documentation they may need to send with an application form and the deadline for sending a form)

· Completing records of client interventions on Charity Log and liaising with key staff and volunteers at Age UK Enfield I&A service.

Previous experience and role requirements

This role would suit somebody with previous experience of completing complex forms or supporting individuals with complex needs. People who have previously worked in the public sector, for example the local council, the Department for Work and Pensions, the Health Service, the emergency services or in a regulated care setting would be particularly suited to the role. Any potential volunteer will need to be able to demonstrate:

· strong literacy and basic numeracy skills

· basic IT skills

· the ability to understand written information and explain things clearly without using jargon or being patronising

· a commitment to ensuring that customers are provided with accurate, relevant and timely information and support

· the ability to write clear notes and records

· a methodical and orderly approach

· an open-minded approach to individuals, avoiding judgement and stereotyping while demonstrating patience and empathy

· a willingness to attend training and support sessions and provide at least one form filling session per week (approximately 3–4 hours) preferably on a set regular day. In this time we would expect that you would see 2 or 3 clients.
Contact Denise Perkins on: 020 8375 4120

Email: denise.perkins@ageukenfield.org.uk




	Foot-Care Services 

	Foot-Care Admin Assistant
Approx 6 hours per session at The Parker Centre Edmonton.  Your role is to book appointments, and ring clients to remind them of existing appointments, and engage in mutually interesting conversation with patients who are undergoing Foot-Care treatment. 
For any of the roles above please contact:

Netta Hunt on 020 8351 1131
Email: Venetta.hunt@ageukenfield.org.uk



	Support Memory Care Navigator

	Description


Memory Care Navigator project supports people with a diagnosis of dementia and their carer's. Helping them through a single point of referral to find services available to support them without the anxious and often frustrating process of multiple assessments.

Diagnosis is a difficult time for someone and it can feel that people have no one to support them. 

The Care Navigators are there to help people with dementia and their carer's following a diagnosis of dementia or prior to a diagnosis being made. The navigators work closely with Health and Social Care professionals in order that all needs and wishes are considered as part of the overarching guidance and support, enabling each individual to meet their own personal plans. 

Volunteers with good communication skills should be able to support people with dementia to attend appointments and go to activities. 

Volunteers should be available 2 hours per week, either morning or an afternoon as agreed by the supervisor.

 DBS check is essential for this role. Training is given and travel expenses are paid.
No vacancies at the moment.


	Kate Reader Tel: 020 8351 1131

Email: kate.reader@ageukenfield.org.uk

	


Memory Club Assistant………………………………………………………
Goal of Position: To assist and support people with Dementia and their carers in a social group setting.

Sample activities: These may include welcoming people, introducing new members, preparing and serving refreshments, providing meaningful activities, assisting in the setting up of a venue (e.g. moving chairs / tables) and sharing skills or hobbies that would be of benefit to the people attending. All tasks are delegated by the Memory Care Navigator. Training or discussions about the allocated tasks will be given by Age UK Enfield.

Estimated hours: 2-3 hours weekly.

Site: St Peter’s Church Hall, Vera Avenue, Grange Park, N21 1DN 
Kate Reader email: kate.reader@ageukenfield.org.uk
Laura Newey email: laura.newey@ageukenfield.org.uk
Tel: 020 83351 1131

	Fall-Stop Support Assistant


	Goal of Position: To assist and support people at a Centre Fall-Stop Service.

The Fall-Stop Service are looking for volunteers to assist at the Drop-In Centres which will be held weekly around the London Borough of Enfield, by welcoming people to the centre, offering refreshments and providing advice and information.  

The Fall-Stop Service is also looking for volunteers to visit older people in their own homes supporting them to become more active by regaining their confidence when walking.

Qualifications Sought:  Must be flexible, have a pleasant and friendly manner and be empathetic to the needs of older people.

Benefits to Volunteer:  Induction training will be provided as well as any other training relevant for your role.  

Estimate Hours: Volunteers should be available for approximately 2 or more hours a week.

Volunteers must always demonstrate an ability to carry through the nominated task, methodically and with full regard to the Health and Safety of service users and all others.

DBS check is essential for this role. Training is given and travel expenses are paid.

	Netta Hunt
	Tel: 020 8351 1131
Email: venetta.hunt@ageukenfield.org.uk


	iCan Service Assistant 

	Goal of the position: to assist and support the iCan team with enquiries and taking of referrals. 
The service is quite unique since it is in partnership with other providers such as Crossroads Care, Greek and Greek Cypriot Community of Enfield and Attend, and it is aimed at adults of all ages and not just older people. 
Sample of activities -  Office based:
· To answer incoming calls and transfer calls as required.

· Inputting information onto the computer updating 

· To take and distribute messages summarising the nature of the enquiry so the relevant employee can respond appropriately.
Sample of activities assisting iCan team: - Out in the community in satellite surgeries across the borough providing direct link with members of the community. 

· Assisting to enabling access to health and social care services

· Assisting to enabling assess to community services

· Help in making social connections

· Help to run awareness events

Alison Gordon
Tel: 020 8375 4120
Email: alison.gordon@ageukenfield.org.uk

	


After having read through our booklet hopefully you will have seen something that interests you. If you wish to apply for any of the positions please fill in the questionnaire below and return to: Daniela Sanna either by post in the free post envelope provided or email.

Please note some roles require a police check (DBS). Thank you again for your interest in volunteering and we hope to hear from you soon.  
	Name


	

	Address


	

	Contact details-phone/email


	

	Availability – days, hours. (Please note we do not offer any weekends or evening volunteering after 5pm)

	

	What skills and qualities do you feel you have to offer to age UK Enfield?


	

	Why do you want to volunteer?


	

	What would you like to get out of volunteering?


	


Please tick which role/s you would be interested in, you will then be contacted by one of the relevant project managers.
	Administrator – Info and Advice( No vacancies at present)
	

	iCan Project
	

	Day Centre Assistant
	

	Fall-Stop Support Assistant
	

	Foot-Care Support Assistant
	

	Kitchen Assistant – The Parker Centre
	

	Memory Care Club Support Assistant
	

	Receptionist/Admin support – 12.30pm -3pm- Friday Afternoon 
	

	Trustee
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