
	ROLE DESCRIPTION



	POST TITLE:
	Volunteer Dementia Alliance Administrator

	RESPONSIBLE TO:
	Winsome Barret-Muir - Dementia Action Alliance Coordinator


	Main Purpose 


	Southern Brooks Community Partnership is working to make South Gloucestershire a more dementia friendly community. This is an alliance of businesses, statutory services and community & voluntary sector organisations committed to improving the lives of people with dementia and their carers in Patchway.
This volunteer role is to help raise awareness about the dementia alliance. 
Key tasks
· Calling businesses and organisations that have signed up to the alliance to follow up on what action they’ve taken to become dementia friendly.
· Typing up notes from conversations and keeping a log of who’s been called. 
· Admin tasks associated with awareness sessions
· Finding groups to deliver awareness sessions to
· Participating in evaluation of awareness sessions, and of general strategy for raising dementia awareness in Patchway


	Where
	Southern Brooks Office at Coniston Community Centre, Patchway



	When
	 2 – 4  hours per week or more intensively during the summer holidays if you’re a student for example. 



	Support and Training
	All volunteers will be fully supported through supervision, training and peer support.  
The volunteer may be asked to undergo Dementia Friends training.
We are willing to work with volunteers to identify skills they want to develop while they are volunteering.



	General accountabilities


	Work in compliance with the organisation’s policies and procedures and its commitment to equal opportunities.


	Special notes and conditions
	If you use your vehicle on authorised SBCP business you will receive a mileage payment.  The allowance is provided on the condition that your own insurance covers you for business use and indemnifies SBCP against claims (including those concerning passengers) arising out of the use of the vehicle on official business.
In return for your commitment and dedication to SBCP we offer regular training opportunities, active supervision and individual development, together with working in a fully supportive team. 


	DATA PROTECTION ACT 1984


	All volunteers are under a legal obligation not to use or disclose any personal information that comes into their possession in the course of their duties in any unauthorised manner.  Duties and obligations under the Act that relate to this particular post will be explained to volunteers during their induction and training.



	Skills and Qualities Required


	Post

	Volunteer Dementia Alliance Administrator, Patchway Dementia Action Alliance

	Skills
	· Good verbal communication skills
· Confident phone skills

· Confident at using computer – word, excel and email

· Good interpersonal skills

· Ability to work as part of a team

	Personal Qualities
	· Well organised 

· Committed to the ethos and values of community development

· Committed to Equal Opportunities

· Aware of own development needs and a commitment to addressing them 

· Committed to achieving the best quality of life for people with dementia and their carers

	Desirable
	· Ability to use email for communication.
· Vision for Patchway as a dementia friendly community

· Personal experience of dementia or caring for someone with dementia
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