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Volunteer Role Description

	
	Children’s Activities Co-ordinator 
	


1. The role

	Purpose of Role
	To organise and co-ordinate a programme of activities for children within the library. Manage and develop the existing team of  

Children’s Activities Support Volunteers in the library.



	Duties
	· Plan, organise and implement a programme of structured children’s activities within the library.

· Manage, develop and co-ordinate training for the existing team of  

    Children’s Activities Support Volunteers in the library.

· Recruit and develop new Children’s Activities Support Volunteers.
· Prepare and organise any equipment or resources required for activities. 
· Increase participation levels in children’s activities, working closely with the Children’s Activities Focus Group. 

· Support and encourage the Children’s Activities Support Workers in the performance of their agreed tasks. 
· Initiate, maintain and develop contacts in the local community to increase and develop participation and awareness. 
· Monitor and assist in improving the quality of service delivered in children’s activities. 
· Any other associated tasks from time to time to be agreed.



	Skills & Experience
 required / desired
	· The ability to communicate effectively, verbally and in writing, with library staff, other volunteers and members of the public.
· A basic understanding of how the Library Service operates, either in general terms or in the candidate's personal experience.

· Previous experience of working with children and organising and participating in planned activities. 
· Ability to effectively communicate and engage with people of all ages, races, cultures and abilities. 

· Reliable, confident and responsible individual, with enthusiasm and effective interpersonal skills. 
· The ability to cope with the duties and responsibilities of the post and the associated environment, including an understanding of health & safety.
· Ability to establish and maintain relationships with internal and external agencies. 



	Training available
	A one-morning induction and introduction to the library and Library and Heritage Services. The London Borough of Merton has a wide range of corporate learning opportunities including access to IT training. As a volunteer for Library and Heritage Services, volunteers will have full access to these learning opportunities provided that they are relevant to the duties they are expected to undertake.


2. Time Commitment

	Times when activity is available


	Flexible 

	Commitment

	4 hours per week 


3. Location

	Location
	Flexible

	Role supervisor
	Carole Bundy 


4. How to Apply

	Volunteer Centre Merton
	Sarah Hannigan or Helen Parmiter

	Email
	sarah@volunteercentremerton.org.uk
helen@volunteercentremerton.org.uk

	Telephone
	020 8640 7355








