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ROLE DESCRIPTION

	Job Title: Triage Volunteer
	Reporting to: Volunteer Co-ordinator

	Location: Main Office – Hollands Road
	Hours: 10 am to 1:30 pm Weekdays



About REACH

Reach Community Projects (REACH) was established in 2010 and runs several projects within Haverhill and surrounding villages including providing debt advice, benefits advice, offering educational sessions within schools, and providing food parcels. Reach provides:
· Emergency Aid
· Longer-term support to help clients rise above financial hardship 
· Prevention of poverty/hardship

Job Summary
We are looking for volunteers to help with triaging calls for help.

Key Duties and Responsibilities

1. Carrying out initial callbacks to all clients who contact Reach.
2. Asking important questions to ascertain the issue(s)
3. Issuing emergency food parcels and arranging collection
4. Completing the case management system (Advice Pro) with a record of the conversation/attempts of contact.
5. Referring onwards to debt and benefit lists

What attributes and skills do you need?
· Confident in making phone calls and speaking on the phone
· Confident in asking questions to ascertain particular information
· IT literate and proficient in Microsoft packages
· Good written and verbal communication skills
· Ability to work on own initiative

How much time do you need to commit?
· We would like people to commit to at least one morning a week
· We would prefer a minimum commitment of 6 months to the role
What support will you be given?
· Appropriate support and supervision in your role, including any training required
· Volunteer Co-ordinator and Advisors will be available to give you support, advice and guidance
What benefits can you expect?
· Working as part of a small team
· Develop Self-Confidence
· Learn new skills and enhance your CV
· You can claim previously agreed out-of-pocket expenses
· The opportunity to make a difference in your local community
You will be required to undergo a basic induction process and sign a Confidentiality Agreement.

REACH is a Christian organisation and, although volunteers do not have to be practicing Christians, we expect them to be sympathetic to the Christian beliefs of the organisation.

If you are interested in this role, please contact our Volunteer Co-ordinator either by email – debbie.gibson@reachhaverhill.org.uk or the office at 0800 009 6710 and we will send you a volunteer application form.
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