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VOLUNTEER TASK DESCRIPTION
Advice Drop in Support Volunteer 
Location:

The Refugee Council – Barnsley Advice Project, 23 Queens Road, Barnsley S71 1AN
Time commitment:
Drop ins: Monday 10am – 1pm, Tuesday 1pm – 4pm & Thursday 10am – 1pm. Flexible to volunteer at all drop ins or to attend just one. Just to the nature of the service, volunteers delivering this role would need to be available at drop in times. 
Responsible to:          Volunteer Coordinator – Sarah Sonne 

                                   (Supported and supervised by Drop-in Advisors, Jackie Wray and Christina Grant) 
Main role:
To support and work alongside our advisors to deliver advice to our clients. To support other drop in volunteers (screening etc.) when the service is busy by completing a brief, initial assessment of what support they need and complete registration form with any new clients. To use our database (in-form) to keep client details and casework actions up to date. To support and work with clients on with issues they present at drop in e.g. opening a bank account, applying for welfare benefits, accessing asylum support. To advocate on behalf of clients and to complete follow up work from issues presented at our drop in.
The Refugee Council is one of the leading organisations in the UK working with refugees and people seeking asylum. We not only give help and support, but also work with clients to ensure their needs and concerns are voiced and addressed. Volunteers are a key part of many of the services that support our clients and work alongside paid staff across the organisation. 

About Barnsley Refugee & Asylum Seeker Advice Service
This Team provides advice and community development support to refugees and asylum seekers living in Barnsley. Volunteers in this role will support the advice team in achieving the team's aim of supporting and empowering refugees and asylum seekers in building their new lives in the UK. 
The volunteer role
Volunteers will have the opportunity to gain insight into the experiences and challenges our clients face as well as the valuable work of the Refugee Council. 

Specifically, the volunteer role includes:
· Support new clients to complete a record form with their details on when they access our service for the first time 

· Support advisors with seeing clients 1:1 to address various problems they present at drop in
· Contact and liaise with relevant service providers to address client’s needs

· Liaise with advisors about what needs inputting onto our client database, In-Form. Ensure client files are up to date
· Working with interpreters to understand and communicate with clients
Useful skills and experience
· Good command of written and spoken English
· IT skills 
· Experience working in a busy and demanding environment
· Ability to work professionally and to treat clients with respect

· Ability to work in a multicultural team of staff and volunteers
· Communication skills and confidence to advocate on behalf of clients 

· Knowledge of welfare benefits / asylum support is desirable but not compulsory

· Advice work experience is desirable but not compulsory
This role is subject to a satisfactory Disclosure and Barring Service check. Repeat checks are initiated every two years.
Skills and experience to be gained from the role
· Customer Service: Volunteers will work with a changing group of clients, colleagues, and possibly interpreters, providing the opportunity to develop interpersonal skills in communication and rapport-building. 
· Increased knowledge of asylum support and welfare benefit system

· Understanding of the numerous barriers and issues our clients face 

· Increased understanding and sensitivity to the needs and experiences of our client group

You will be trained by our advisors and CD&V coordinator and will be able to shadow both staff and volunteer advisors at drop in, in appointments and when using in-form until you feel confident to see clients yourself (always with support.) It is essential to attend training and allow time for regular de-briefing sessions with advisors. 
How we support our volunteers
Volunteers are valued members of our teams and we provide them with support and development opportunities. Volunteers will receive regular planned support sessions with their supervisors.

Refugee Council allows volunteers to attend our professional training courses when possible, free of charge. Training will be discussed with you during support sessions with your supervisor. 
Volunteer roles are unpaid, but we can reimburse volunteers for lunch and travel costs. (Unfortunately our limited budget only allows for local travelling costs, specifically within South Yorkshire.) 

Unanswered questions?
For more information contact Sarah Sonne by emailing sarah.sonne@refugeecouncil.org.uk, telephone number 07391014070.
ADDITIONAL INFORMATION
Health & Safety
The volunteer is responsible for:

Cooperating with the Refugee Council in delivering all legal responsibilities in respect of your own and your colleagues, volunteers, clients and others health and safety whilst at work.

Becoming familiar with the Refugee Council’s Health & Safety Policy and procedures including evacuation procedures at your workplace.

Carrying out risk assessments of your own work and especially of your own workstation to ensure that you do not expose yourself or others to unnecessary risk.

Equal Opportunities Statement 
As part of its recruitment policy, the Refugee Council intends to ensure that no prospective or actual employee or volunteer is discriminated against on the basis of sex, race, nationality, marital status, sexual orientation, employment status, class, disability, age, religious belief or political persuasion, or is disadvantaged by any condition or requirement which is not demonstrably justifiable.
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