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	Volunteer Job Club Assistant Role Description


	POST TITLE:
	Volunteer Job Club Assistant

	RESPONSIBLE TO:
	Claire Gilchrist – Employment Coach at Patchway


	Main Purpose 


	Overview
The Job Club is a weekly drop in session at Coniston Community Centre which was established several years ago. It supports people to find employment in a group environment alongside other job seekers. 
This role is to support the staff by assisting on a one to one basis with individuals looking for work. The group meets in the training room at the community centre and uses the computers based there. 
Tasks 
· Assisting with C.V. writing
· Assisting with job searches 

· Assisting with basic I.T. requirement e.g. logging on to email, uploading job applications



	Time
	2 hours per week on Fridays 11am – 1pm


	Location
	
Coniston Community Centre, Patchway


	Support and Training
	Volunteer Induction session to the organisation lasting 2 hours

Supervision and support from your staff supervisor. 
You will receive training in safeguarding. 

You will develop mentoring skills, interview skills, C.V. writing techniques



	Special notes 
	We pay for travel expenses. 


	About you

You can…


	· Confidently use a computer to; do job searches, log on to email, save documents to a memory stick, type cover letters. 
· Listen carefully to people to; understand what they’re looking for, identify transferable skills they possess
· Provide excellent customer service

· Understand the procedure of job hunting and have had experience of looking for jobs and a history of employment



	You are….
	· Welcoming and friendly personality

· Willing to learn more about employment skills and how to offer individual client focused support

· Passionate about helping people to overcome barriers
· Patient and understanding 


There are 2 levels of support that Volunteer Job Club Assistants can help with, this depends on your skills and confidence and can be discussed in the informal interview. We encourage and support you to develop into offering the advanced support.
Job Club Assistant
Basic Support 

· Support individual to log in to email

· Support individual to log on to universal Job Match

· Support individual to log on to and access universal credit

· Work through self-assessment sheets with people

· save people’s C.V.s on Job Club memory stick in named folders

· Save email logins and passwords on word document then save on Job Club memory stick

· Support individual to write C.V. using appropriate template

Advanced Support 
1:1 Mentoring Support
· 1:1 support for people to discuss gaps on self-assessment sheet. 
· Talk through possible job options, interests and skills people have. Identify key transferable skills from their experience.
· Interview skills practice. Provide slots for people to sign up to 30 minute interview practice, to sign up to when they arrive. 

· Work with people to discuss answers to 10 basic interview questions. 

· Make notes to use next time. 

· Generic 10 top interview questions have model questions and answers on google. 

Administration Tasks

· Create a list of jobs boards with dates of when new jobs are regularly posted (e.g. North Bristol jobs are updated every Thursday)

· Contribute to building up resources folder  - sourcing different C.V. styles, job profiles. 

· Update Charity Log database at end of session. Log attendees, sign up new people. 

· Development opportunity for leading group sessions – to collect information and resources around particular topic. Talk through with supervisor and assist or lead elements of a short session on topic. E.g. Confidence, handling nerves before an interview
· Development opportunity for mentoring and coaching – buddying with client, go to interviews, job fairs. 
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