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Volunteer Role Description

	[bookmark: _Hlk158629589]Role & Service 
	Information & Advice Volunteer

	Purpose of Service
	To support older people by providing them with reliable and up-to-date information and guidance on various aspects of later life. This includes helping individuals understand their rights, claiming benefits they are entitled to, and making informed decisions about their health, housing, and lifestyle. The service aims to be the first point of contact for older people seeking assistance with age-related needs, ensuring they have access to the support they need to live well in later life.

	Place of work
	Sycamores Centre / Remote

	Role Supervisor 
	Mark Knight

	Day & time
	Weekdays - flexible days and times

	What we need from you:
	· Have an understanding of benefits or be willing to learn
· Be able to have difficult conversations
· Ability to treat all people with respect.
· Be a ‘people person’ and have a friendly attitude.
· IT literate and ability to learn new systems well.
· Ability to think analytically and problem solve.
· Understand the information needs of older people and the barriers that exist in meeting them.
· Understanding of boundaries between information & advice and advocacy.
· Energy, enthusiasm and an enquiring mind.
· Remain calm and reassuring at all times
· Committed and reliable
· Willingness to complete role relevant training
· You must be 18+ to undertake this role 

	What we offer you:
	·  A very warm welcome
· Good induction with role relevant training
· Reimbursement of travel costs 
· Free on-site parking

	How to apply/ more information:
	
You will need to complete a volunteer application form. This can be done via our website www.ageukexeter.org.uk or by ringing Exeter 01392 202092 to request a form. Please ask to speak to the Volunteers Officer if you have any questions about the role. 


	What will happen next:
	
You will be invited to attend an informal interview. We will then request 2 references, and a DBS application will be made.




	Main Tasks of Volunteer Role 


	· Delivering high quality customer service.
· To talk with clients when they first contact Age UK Exeter to understand what help / assistance they are looking for and signpost as required
· Support with information and advice on:
                    Income and welfare benefits
             Social Care
             Local Services
             Tradespeople
             Community groups and activities (run by AUK Exeter or other organisations)
             Signposting to other charities and services where needed
· To talk with clients about their personal circumstances to be able to give the best advice 
· To assist clients with completion of benefit forms in the office on the telephone and in the clients home
· Accurate record keeping using computerised CRM system.


	
Disclosure and Barring Service (DBS)


		Disclosure and Barring Service (DBS) 

	This post is covered by the Rehabilitation of Offenders Act 1974. We only ask applicants to disclose convictions which are not yet spent under the Rehabilitation of Offenders Act 1974. If you are not sure whether your convictions are spent, please refer to Nacro guidance. If successful in being invited to interview, you will be asked to fill in our Criminal Record Declaration Form, which will be confidentially returned to our HR and Finance Manager. We guarantee that the information you provide will be used fairly and will only be seen by those who need to see it as part of the recruitment process. 
A person’s criminal record will not, in itself, debar that person from being appointed to this post. Suitable applicants will not be refused posts because of offences which are not relevant to, and do not place them at or make them a risk in, the role for which they are applying. All cases will be examined on an individual basis. However, failure to reveal this information could lead to the withdrawal of an offer of employment or disciplinary action. 


If you are the chosen candidate for this volunteer role, it will be subject to a satisfactory Basic DBS check  



	Health and Safety

	All volunteers have responsibility for their own health and safety and for that of others who may be affected by their acts or omissions. Volunteers are required to adhere to all health and safety regulations, guidance and procedures at all times.


	Confidentiality

	All volunteers are expected to respect confidentiality in relation to Age UK Exeter business, client and service user data.
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