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VOLUNTEER JOB DESCRIPTION

SERVICE NAME: 
Alamein Neighbourhood and Learning Centre   
POSITION TITLE:  
Member of the Committee of Management
Address: 49 Ashburn Grove, Ashburton (opposite Alamein Station)
Position Objective:
Alamein Neighbourhood & Learning Centre provides a range of services to the community.  Alamein Neighbourhood and Learning Centre Committee of Management is the legal authority for the organisation. The role of the Committee of Management is one of governance.  Committee members represent the interests of the organisation’s members and, as such, are entrusted to ensure that the organisation is soundly managed for the benefit of all. 
No of hours involved:  about 2 hours for the meeting; some additional time may be required  if you have been assigned specific tasks to perform. 
Times:  7:30pm on the 3rd Tuesday of the month.
Frequency: Monthly
Responsibilities of the Committee of Management include:

· Setting and monitoring strategic direction

· Establishing and monitoring policies

· Overseeing compliance with legislation and agreements

· Monitoring management performance

· Monitoring financial performance  
Tasks/ Duties may involve:
· Attendance at meetings

· Participation in decision-making at meetings
· Serving on one or more sub-committees or working parties
· Assisting with occasional tasks actioned at meetings
Skills/Qualifications/Experience needed:
· Ability to work without supervision
· Understanding of legal or human resource issues (desired)
· Understanding of social justice issues
· Awareness of the needs of the local community
· Strong interpersonal and communication skills

· Sound organizational skills

· Dedication and enthusiasm
· Flexibility and adaptability to fit with the centre’s changing demands. 

Reimbursement for out of pocket expenses:
As approved by Chief Executive Officer and on production of a receipt

Supervised by:
Chairperson, Committee of Management

Relationships with other team members:
Volunteers are a respected and integral part of the team of paid staff and volunteers. 
Pre-start conditions/Training required:
· Police and reference checks required

· Ability to commit to regular attendance for a minimum of twelve months

· There is a trial period of three sessions where volunteers and the service can evaluate whether or not they wish to go ahead with a commitment/confirmation.
· Confidentiality of client information is of the utmost importance and must not be given to any third party.  A confidentiality agreement is required to be signed before being accepted as a volunteer. 

· Volunteers are required to read the Alamein Neighbourhood and Learning Centre Volunteer Guidelines and agree to abide by these guidelines throughout the course of their work with Alamein Neighbourhood and Learning Centre. 
· Insurance cover is provided by Dept of Human Services

Training and support:
Volunteers are asked to attend the monthly Volunteer planning and support meeting whenever possible, and are invited to participate in social activities organised by Alamein Neighbourhood and Learning Centre.   

Volunteers may attend computer classes put on by Alamein Neighbourhood & Learning Centre at a reduced charge when there are vacancies available.  From time to the centre identifies training needs and either provides training as a response or refers volunteers to no cost or low cost training opportunities.


