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VOLUNTEER JOB DESCRIPTION

SERVICE NAME: 
Alamein Neighbourhood & Learning Centre 
POSITION TITLE:  
Further Education (Horticulture) 


Classroom Assistant
Position Objective:

Alamein Neighbourhood & Learning Centre provides a range of services the community.  The   support provided by this position assists Alamein Neighbourhood and Learning Centre to provide a wider range of community classes. Your role is one of support and supervision, to ensure our client’s safety and enjoyment and to provide support to students by assisting teachers in ensuring a positive and successful classroom experience. 

.

NO OF HOURS INVOLVED:  2 ½ hours per week    

TIMES/DAY(S): Wednesdays 12:30pm-3:00pm
FREQUENCY :  Weekly

TASKS/DUTIES INVOLVED:
· Assist with setting up the room for the class and getting tools ready in the garden
· Assist students with their tasks, as directed by the teacher

· Assist with packing up the room and tools, as required at end of session
 SKILLS/QUALIFICATIONS/EXPERIENCE NEEDED:
· Ability to undertake physical labour including carrying tools and moving wheelbarrows

· Strong ability to build rapport with people who have a slight intellectual disability.

· Experience or training in providing tutoring support in Adult Literacy or English as a Second Language preferred but not essential.
· Teaching experience is preferred but  not essential
REIMBURSEMENT FOR OUT OF POCKET EXPENSES:
Only as pre-approved by teaching staff. Receipts required.

SUPERVISED BY:
In the first instance by the class teacher and then by the further Education Coordinator.

PRE-START CONDITIONS/TRAINING REQUIRED:
· Ability to commit to regular weekly attendance for a minimum of six months

· There is a trial period of three sessions where volunteers and the service can evaluate whether they wish to go ahead with a commitment/confirmation.

· Insurance cover is provided by Department of Human Services
· Police and reference checks required (this is organised and paid for through Volunteer Alliance

· 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. 
TRAINING & SUPPORT:
Volunteers are asked to attend the monthly Volunteer Planning And Support Meetings whenever possible, and are invited to participate in social activities organised by Alamein Neighbourhood & 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, low cost training opportunities through Volunteer Resource Centres or the Dept of Human Services.
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