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Volunteer Role Description 

Phoenix Centre
The Service 

Heywood Phoenix Centre aims to provide great services for local people to support them to improve the quality of their lives.

Phoenix volunteers will support local people to make the most of this centre.

Volunteer Key Responsibilities

The responsibilities a volunteer would be expected to undertake include:

· Meeting and greeting people who visit the centre

· Guiding people to the right part of the building

· Talking to people about the services available and supporting them to use these where appropriate

· Undertaking guided tours of the building

· Undertaking exit surveys with visitors

· Sharing opinions about the centre

· Gathering other people’s opinions

· Supporting the staff during special events

.
The Volunteer Must Not:
1. Discuss the concerns of visitors, their families and carers with other Volunteers, staff (unless it is the appropriate staff member within the work area) or members of the public as confidentiality must be maintained at all times.

2. The Volunteer must not try to resolve any concerns that visitors, their families or carers may have or attempt to make diagnosis.
Disclosure of Criminal Background
All NHS employers are required to check with the Criminal Records Bureau the possible criminal background of staff and volunteers who apply for work with vulnerable patients.

If it is a requirement of the post that such a check be undertaken, successful applicants will be asked to complete and sign a Disclosure Form giving permission for the screening to take place.

Having a criminal record will not necessarily bar you from working with the Trust.

Please note applicants refusing to sign the form will not be progressed.

PERSON SPECIFICATION FOR PHOENIX VOLUNTEERS
	Volunteer will have:
	Essential
	Desirable

	Physical
	
	

	Able to fulfil the physical demands of the role subject to reasonable adjustments under the terms of the Disability Discrimination Act 1995.


	X
	

	Knowledge
	
	

	No special knowledge is needed - Training will be given to understand the centre and the services available.
	
	

	
	
	

	Skills
	
	

	Evidence of customer care skills
	X
	

	Possess good communication skills (written and verbal)
	X
	

	Possess good interpersonal skills including listening skills
	X
	

	
	
	

	Experience
	
	

	None necessary
	
	

	
	
	

	
	
	

	Personal attributes
	
	

	Display a commitment to wanting to support people
	X
	

	Having a caring personality
	X
	

	Be reliable
	X
	

	Be diplomatic and sensitive
	X
	

	Possess a positive attitude
	X
	

	Be capable or working on own initiate
	X
	

	Be open to training, learning and guidance
	X
	

	Possess an understanding of and respect for confidentiality and equal opportunities
	X
	


