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VOLUNTEER OPPORTUNITY DESCRIPTION
	Role 
	Volunteer IAG Support Worker (Next Steps)

	Pecan Address


	Pecan Ltd, 121 Peckham High St, Peckham, SE15 5SE

	Contact person for recruitment of volunteers


	Val Freeman - 020 7732 0007 

	Location


	Pecan Ltd, 121 Peckham High Street, London, SE15 5SE

	Directions
	By rail: Peckham Rye Station
By bus routes: 12, 35, 36, 12, 36, 37, 63, 136, 177, 197, 345, 363, P12, P13


	Project Manager 
	Toyin Busari-Odubonojo – 020 7732 0007


	About our Peckham Centre


	Pecan is a charity whose vision is “Transforming Lives, Transforming Communities” by enabling individuals to achieve their full potential.  At our Peckham centre we run an open IAG service (Information, Advice and Guidance) for anyone coming in with an enquiry, a mental health project and a Foodbank for those in crisis.  Staff will be available to give support and advice to volunteers at all times. 



	About the project
	The Next Steps project offers Information, Advice and Guidance freely to anyone who lives, works or studies in London who wants our services.  Whatever their problem, we can help or point them in the right direction.  

 

	Times
	Mon – Friday between 10.00 am -4pm (this time is negotiable).  


	About the Volunteer Role
	Volunteers are necessary for the success of the project and Next Steps staff aim to give as much one to one support as we can. 
The role will include:

· Assisting clients on the programme, treating them in accordance with Pecan’s ethos and values statement.
· Assisting the IAG adviser in motivating and inspiring clients towards job seeking, training and realistic goals.
· Dealing with referrals, assessing the client’s eligibility criteria and chasing up required information needed from clients.
· Promoting the programme to potential referral agencies by means of telephone calls and email.
· General admin duties.


	Characteristics and Skills 
	Good interpersonal skills – able to assist clients and referrers in a clear and helpful manner.
Confident in reading and writing. 
Good IT skills – particularly understanding of recording onto spreadsheets.
Good organisational skills.
An IAG qualification would be an advantage but is not essential.


	Arrangements
	Age/Gender Restrictions                            No

Disabled access                                        Yes

Equal Opportunity & Diversity Policy           Yes

Expenses         Travel/lunch covered*
Induction                                                 Yes

Insurance cover                                        Yes 

Training                                                   Yes

* Lunch up to £5 is covered for volunteers working for 4 or more consecutive hours.


