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Information & Fundraising Volunteer
Role Description




	Role
	Information & Fundraising Volunteer 
	
	

	Purpose
	To raise funds for Sahir House & promote HIV awareness & Sahir House

	Key Activities
	· Staff info stalls & distribute information to raise the profile of Sahir House & HIV awareness
· Collections at World AIDS Day & other events throughout the year
· Assist with the delivery of HIV awareness information sessions
· Help prepare resources for events
· Other related activities as agreed by Sahir House staff

	Do’s & Don’ts


	Do

· Be aware that you are representing Sahir House as an organisation, when working with members of the public, the press or other organisations/professionals

· Be prepared when staffing stalls. Read background info about the event/activity you are attending & make sure you have times, directions, info, etc (Sahir House staff will provide this).

· Remain professional at all times, when collecting or helping at events.

· Ask questions if unsure about any aspect of information/fundraising work.

· Ask for support if you feel under-confident about undertaking any aspect of fundraising/information work.

· When collecting, you will be issued a collection box, ribbons, ribbon bags & flyers relating to event. 
· Ensure your identification badge is up to date & clearly displayed.

· Take care of all Sahir House property.

· Return Sahir House stand, leaflets, ribbons, etc back to Sahir House or as agreed via the Information & Publicity Worker.

· Return all collection boxes at the end of your collecting rota. Normally, you should return your collection box & resources to the original collecting point. At some events it may be agreed to leave the collection boxes at an alternative secure point. This will be clarified by a staff member.
· Be reliable & punctual.

· Follow instructions from Sahir House staff.

· Check if there is a dress code for events.

· Keep any information about service users, volunteers or organisational contacts & supporters confidential (including names, addresses, etc)

· Debrief with the Information & Publicity Worker after collections
Don’t
· Organise information/publicity activities independently, without consultation with Sahir House staff.
· Collect on your own. It is important that you stay within the same area as other volunteers & don’t leave people on their own with cash, during or at end of a shift.

· Harass people. It is fine to ask for a donation but, if people refuse, it is important that you don’t harass them. Under fundraising regulations, even shaking your tin can be seen as harassment.

· Get drawn into confrontations. Remain professional & friendly. In the unlikely event of someone being abusive or aggressive, don’t engage with them. Your safety is important, if need be, move away.
· Take drugs or drink when undertaking information/publicity work.

	Commitment


	Varies, depending on the event. Mostly evenings, daytime & some weekends. World AIDS Day takes place on 1st December each year. Liverpool Pride will take place during the summer months.
· A commitment to attend a minimum of 10 hours of update training, Impact or skills development activities per year
· A commitment to attend a minimum of  3 Impact Meetings per year

	Location
	Varies, depending on location of event & activity

	Restrictions: 
	None

	Skills/experience/personal qualities required
	General skills/experience 

You must be able to:
· Work towards Sahir House’s aim of promoting the best practice of care for people living with HIV in Merseyside

· Work with others as part of a team

· Be punctual & reliable

· Be respectful of others’ differences & choices

· Be committed to challenging stigma & prejudice

· Take responsibility for your own actions

· Maintain confidentiality at all times

· Give & receive feedback

· Communicate clearly in English

· Maintain clear boundaries

· Work within Sahir House’s policies, procedures & volunteer code of conduct
Knowledge

You must be able to:

· Identify the main service user communities at Sahir House

· Identify the services Sahir House offers

· Communicate basic information about HIV, AIDS & routes of transmission

· Demonstrate an understanding of the boundaries of your volunteer role (this will be covered in New Volunteer Training)

Skills/experience for this role:

For this role you need to be able to:

· Represent Sahir House in a professional manner at external events

	CRB required?
	No

	Monitoring
	Include volunteering in monthly volunteer activity sheet

	Supervision & support arrangements
	Support & supervision is provided by:
· Information & Publicity Worker & staff involved in event 

· Attend & input into monthly Impact meetings
· General supervision from Volunteer & Training Coordinator

	Training required
	· Sahir House New Volunteer Training Course
· Monthly Impact meetings & update training

	Volunteer Expenses
	Claim travel expenses as per current policy

	Further Information
	For more information contact the Volunteer & Training Coordinator 

Tel: 0151 707 0606 or 708 9080      Email: cath@sahir.uk.com 
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