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Volunteer Mentoring Coordination Assistant
Role Description

Title: 			Volunteer Mentoring Coordination Assistant
Responsible to:			Head of volunteering 
Time commitment: 			10 hours per week/Flexible
Duration:                                     		Minimum of 6 months 
Location: 			Office based (Bournemouth), remote 
DBS check:				Required for this role



Main Purpose 

To carry out a range of administrative and coordination work to support the successful Mentoring service at Dorset Mind. Responsibilities may include (but are not limited too): 
· Support matched participants and volunteers. You will assist in managing and supervising wellbeing and paperwork related to matches. 
· Be trained in the whole process of Mentoring from completing assessment, monitoring forms, the skills of matching the suitability of participants and volunteers, reviews and creating smooth endings.
· Creating and modifying documents using a range of computer applications
· Copying, scanning and compiling documents
· Data entry onto CRM system and spreadsheets
· Completing paperwork and updating electronic client files


Key Responsibilities

· Support the mission of Dorset Mind by:
· Raising awareness within general and specific communities about mental ill health. Educating people about symptoms – what they are, what to expect and how to spot them. We also help people about what they can do when they experience symptoms or know someone who does.
· Challenging the stigma and inequality of mental ill health so that neither stigma nor inequality prevent people receiving information and support they need.
· Promoting the ethos of recovery from mental ill health by educating people about recovery 



· Assisting in managing and supervising matched participants and volunteers
· Creating and modifying documents using Microsoft applications such as MS Word, Excel and PowerPoint
· Performing administrative duties including but not limited to photocopying, scanning, mailing and electronic filing
· Contacting Mentoring volunteers and participants as required to support the coordinator to carry out assessments or complete monitoring forms
· Working with the Mentoring team to ensure that all necessary service paperwork is collected and complied and maintaining confidential, up-to-date and accurate records 
· Attend organisational meetings as required
· Abiding by Dorset Mind’s Confidentiality and Data Protection procedures when handling sensitive data 
· To adhere to Dorset Mind policies and procedures
· To follow the Volunteer Code of Conduct

What we offer:

· Full training and DBS check
· Ongoing support from a knowledgeable and supportive team
· Regular events with other volunteers so you can compare and share your experiences; and feel a part of our movement.
· Travel expenses in line with the policy on volunteer expenses

Person Specification
	KNOWLEDGE

	Familiar with and commitment to the aims, objectives and values of Dorset Mind
	Essential

	Working knowledge of Microsoft Office 365 (Word, Excel, Outlook, Teams, SharePoint)
	Essential

	Familiar with the behaviour associated with the most common mental health conditions
	Desirable

	Familiar with and ability to adhere to Dorset Mind policies, particularly those relating to confidentiality, data protection and health & safety
	Essential

	SKILLS

	Good interpersonal skills
	Essential

	Good organisational and time management skills
	Essential

	Good attention to detail
	Essential

	Confident corresponding over phone and email
	Essential

	Able to work flexibly, working as part of a team and independently as required
	Essential

	EXPERIENCE

	Previous administrative work experience
	Desirable

	PERSONAL CHARACTERISTICS AND VALUES

	Committed to working openly with diversity
	Essential

	Trustworthy
	Essential

	Responsible and reliable
	Essential
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