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ROLE DESCRIPTION - VOLUNTEER CLASSROOM ASSISTANT
This Role Description outlines the general ways in which it is expected you will meet the overall requirements of this role the list of tasks is not an exclusive one and duties may be varied from time to time. This Role Description is subject to regular review.

ACCOUNTABLE TO: Manager
Overall purpose of role: To assist and provide a general in the classroom as directed.
	Key Tasks

	1. To act as a Classroom Assistant as directed by the Manager, Facilitator/Tutor.

2. To assist tutor with setting up or clearing away  in the course room. 

3. To support the service users with completing any paperwork and checking for accuracy.

4. To undertake clerical tasks as directed by the staff to include: photocopying, filing, printing and calls to service users. 

5. To undertake duties within the guidelines of Health and Safety in the Workplace.

6. To be aware of and promote FSN’s policies at all times and report any issues of concern.
7. To attend supervision and training relevant to the role of Volunteer.
8. To carry out any other reasonable duties as requested by the management.


ROLE DESCRIPTION - VOLUNTEER CLASSROOM ASSISTANT
	SKILLS AND ABILITIES
	Essential
	Desirable
	Method of assessment

	Motivated to undertake and complete tasks without prompting 
	*
	
	Application Form/interview

	Good level of literacy
	*
	
	Application Form/interview

	Good communication skills (speaking, listening, being respectful)
	*
	
	Application Form/interview

	Organised and adaptable approach to tasks

	*
	
	Application Form/interview 

	Reliable and able to be depended on to volunteer
	*
	
	Application Form/interview

	Able to stay positive and remain calm, especially during unexpected circumstances
	*
	
	Application Form/interview 

	Non judgemental and supportive approach to working with children, families and staff
	*
	
	Application Form/interview

	KNOWLEDGE
	
	
	

	A basic awareness of mental health 
	*
	
	

	A basic understanding of IT (Word, Excel, Using internet and email)
	*
	
	Application Form/interview

	CIRCUMSTANCES
	
	
	

	Able to demonstrate ability to travel to volunteer location
	*
	
	Application Form/interview
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