Role Description

Organisation:


The Matthew Project

Title:



Volunteer Drop-In Assistant

Accountable to:

Norwich Substance Misuse Team Manager

Role Summary:
To provide support and assistance to the Norwich Substance Misuse Team by carrying out non-clinical duties and clerical tasks. 

Introduction:
This role description is intended to provide guidance as to the type of activity, the duties and responsibilities of the position of Volunteer Drop-In Assistant. The Matthew Project provides information, advice, support and counselling to people who have issues about their own, or another person’s, use of drugs and/or alcohol.

Outline of Role
· Shredding confidential documents

· Adherence to our confidentiality policy 

· Providing the needle exchange service for clients
· Answering the door and escorting clients to various rooms as required

· Entering data onto the database

· Assisting with the preparation of rooms for training sessions or meetings

· Preparation of Drop-in room

· Maintaining stocks of literature within Drop In

· Engaging with clients while the Drugs Worker is engaged with his/her duties

· Other duties which may from time to time require the input of the volunteer

Person Specification

· A pleasant and confident approach with people

· Basic computer skills

· Non-judgemental attitude towards our client group

· A commitment to the organisation

· The ability to work effectively as a member of a team

Benefits to the Volunteer

· Induction and training for the role

· Supervision and support from the Norwich Substance Misuse Team Manager

· Travel and parking expenses paid

· Opportunity to gain knowledge of various aspects of working with the client group 

Hours of Work

· During Drop In opening hours: Monday to Friday (exc. Wednesday)10am to 4pm (closed 1pm to 1.30pm for lunch), open Wednesday 2pm to 4pm
· A commitment of one day per week (or two half days) is desirable in order to justify the project’s commitment to the volunteer in terms of training and support. 
Holidays

· It will be acceptable to miss regular weekly sessions for up to 10 weeks per annum.
