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Registered Charity Number 1087774

Volunteer Role Description 
Group Leader – Computer Clubs
	The aim of the Service

	The charity’s mission is to promote the wellbeing of older people in North Staffordshire and help make later life a fulfilling and enjoyable experience.

Computer clubs provide a valuable opportunity for local older people to pursue their interest in computers, meet and spend social time with others with a common interest and feel valued, and have easy access to other Age UK North Staffordshire services.  

Further details on our website at: http://www.ageuk.org.uk/northstaffs/social-activities


	Location and time of activity

	· Stoke-on-Trent and Newcastle – Venue to be confirmed
· Core Hours – 2 hour session weekly, day and times to be confirmed. 

	Aims of the volunteering role

	· Ensuring the effective and enjoyable functioning of the group overall.
· Encouraging participation and interacting supportively with clients on an individual basis, with dignity and respect to develop their computer skills.
· Looking out for the health, safety and wellbeing of group members while attending the group.
· Periodically reporting on group progress/any issues arising to the Social Activities Service Organiser, or other designated member of AUNS staff.
· Working effectively with the other Group Leader.

	Volunteer’s specific responsibilities

	· To lead/jointly lead a weekly computer club for 12-16 clients to participate in.
· Planning and demonstrating computer exercises/tasks for the correct level to suit the needs of the individuals.
· Filling in the group register and taking the subs.

· Storing the subs collected safely in the cash box provided, together with any receipts for anything bought.
· Reckoning up and banking the subs at the end of each month, then posting the bank receipt and group register to the Social Activities Organiser.
· Ensuring that new clients complete a registration form, ensuring that client contact details are complete and kept securely and out of sight at all times; and passing the completed form to the Social Activities Service Organiser at the earliest feasible opportunity. 
· Reporting any accidents/near misses to the Service Organiser without delay.
· Running the group single-handedly if the co-leader volunteer is absent, (which could be at short notice); and advising the co-volunteer and the Social Activities Service Organiser of any unplanned absence at the earliest opportunity.

· Helping to promote the Group in the community and encouraging new members as/when opportunities may occur.


	Reporting to and supported by

	Jenny Bell (Social Activities Service Organiser) - 01782 286209 during office hours Monday to Friday. (Peter Bullock in Jenny’s absence – 01782 286209).


	Skills and personal qualities required

	Essential Attributes required to carry out the role:
          > Sound computer knowledge / skills
   > Teaching / training experience of computers

   > Ability to use and to teach others the latest version of Windows and other  

         relevant software  
   > Must be able to create and plan suitable computer exercises  

          > Good organisational skills and attention to detail
          > Ability to work in a team

          > Good communication and listening skills
          > Clear commitment to maintaining confidentiality and equal opportunities at all times     
          > An outgoing personality 
          > Interest in and respect for older people


	Training provided

	Initial training/induction and ongoing training will be provided as appropriate.


	Other requirements of role

	n/a

	Entitlements

	· Reimbursement of reasonable travel costs incurred in this role at 45p per mile for car travel or production of receipts/tickets on public transport

· Periodic supervision sessions with the Supervisor

· Protection under the charity’s insurance cover while engaged in this volunteer role.


	Finding out more before you apply

	If you want to know more about the role before deciding whether or not to apply, please contact Age UK North Staffordshire on 01782 286209, Monday to Friday.
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