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               Volunteer | Position Description
POSITION TITLE:  IT Support Volunteer
RESPONSIBLE TO:  IT Manager
1. Job Specification: 
What is the program and what are the basic objectives?

What does this position contribute to the program?

Assist and support Leveda IT Manager by providing hands on practical IT experience. Assist with the development of a SharePoint program.
2.
Duties: What does this position do?
· Develop SharePoint systems 
· Improve existing SharePoint systems

· Update list of user names and passwords

· Assist IT/HR with technical troubleshooting where possible.

3. Organisational Relationships:

Who does the volunteer report to and work with? 
Under the instruction of: IT Manager
Under direct supervision of: IT Manager
4. Location & Special Conditions: 
Where does the program take place? 101 Park Tce Ingle Farm
What is the time commitment? Tuesay & Wednesday 9-5.
5. Personal Abilities / Aptitudes / Skills: 

· The ability to trouble shoot and diagnose IT problems by telephone.
· IT Qualifications (SharePoint, Windows XP & 7,)
(
An appreciation of the importance of privacy and confidentiality in the work environment

(
An ability to record and maintain accurate non-judgmental information

6. Training & Development: 

Compulsory training for this role:
Volunteer Corporate Induction
Leveda has a non-smoking policy at all worksites.

Employment is subject to a satisfactory reference & police check.

Read, understood and acknowledged by applicant:
Name: . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
Signature: . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
Date: . . . . . / . . . . . / . . . . .
JOB AND PERSON SPECIFICATION APPROVAL
_________________________

Volunteer Development Officer
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                     Volunteer | Code of Conduct
Ensure clients’ needs are met by:

4.1.1 maximising opportunities for physical and social integration of clients in the general community; e.g. actively supporting clients to participate in recreation and leisure activities
4.1.2 promoting the dignity and positive image of clients within the community

4.1.3 acting as an ambassador, role model and/ or advocate for clients, the particular service and Leveda generally; e.g. maintaining high personal standards in respect of personal appearance, presentation and social behaviour
4.1.4 facilitating client communication and enhancing their choice and decision making processes

4.1.5 enhancing opportunities for learning, skill development and independence for clients
4.1.6 implementing service policies and procedures as directed

4.1.7 following work instructions specific to the service

4.1.8 assist in providing community inclusion and networking opportunities for clients and supporting clients’ leisure activities
4.3
Responsibilities to promote the Principles of Active Support 

Ensure the principals of Active Support are provided by maximizing opportunities and strengths, and individual support needs are met 

4.3.1
Promote Active Support principals with the team by

4.3.1.1
Adhering to the Active Support policy

4.3.1.2
Being an effective role model to clients 

4.3.1.3 Working with colleagues to enhance the service and meet
the needs of the people using the service

4.3.2 Provide direct support for clients and ensure individual needs are met through;

4.3.2.1
Keeping updated with best practice

4.3.2.4 
Encouraging, empowering and enabling development of 


skills and links in the community

4.3.2.5
Supporting clients in a manner that shows respect and
increases independence, communication and self respect

4.3.2.6 Supporting people to develop and maintain their chosen lifestyle

4.4 Assist in maintaining an effective team and smooth operation and development of the organisation by:
4.4.1 Maintaining a professional approach in the workplace by adhering to Leveda’s values and goals

4.4.2 Maintaining professional and technical knowledge by attending relevant training workshops or seminars, as required by the organisation, funding bodies and legislative requirements
4.4.3 Maintaining and demonstrating a commitment to customer service by supporting Leveda’s continuous improvement processes such as Service Excellence Framework (SEF)
4.4.4 Maintaining client confidentiality and protecting operations by ensuring sensitive information is kept secure
4.4.5 Participating in Leveda’s reporting mechanisms, including the entry of electronic data as required

4.4.6 Working collaboratively with fellow workers and contribute to the development and stability of the staff team
4.4.7 Maintaining Equal Opportunity principles in the workplace by adhering to EO legislation and relevant Human Resource policies
4.4.8 Maintaining a culturally aware and sensitive profile with the customer base and other staff of the organisation by adhering to Leveda’s values and contributing to staff development, knowledge and understanding of cultural diversity.
4.4.9 Remaining respectful of clients and their families and carers as valued members of the community and awareness of appropriate current philosophy relating to the provision of services to individuals eligible for Leveda services.
5.
Child and Vulnerable People Safe Organisation
___________________________________________________________________
5.1
Undertake to observe Leveda’s Child and Vulnerable People Safe Policies and Practices

5.2 Undertake to cooperate with strategies to actively ensure that safety, protections and well-being of children and other vulnerable people e.g. Leveda clients, who come into association with the organisation.
6.
Occupational, Health, Safety and Welfare
6.1
Maintains a healthy and safe workplace by:

6.1.1
taking reasonable care to protect own safety and that of others whilst

at work
6.1.2 adhering to OHS & W policies and procedures
6.1.3 obeying any reasonable instruction from Leveda Management
6.1.4 using and maintaining equipment provided for health or safety purposes
6.1.5 not being affected by consumption of alcohol or a drug in such a way as to endanger own safety or that of others in the workplace
6.1.6 reporting any identified unsafe conditions, risks, hazards as soon as possible as per Leveda’s Hazard Management Policy
6.1.7 adhering to Leveda’s Manual Handling plans
6.1.8 actively supporting any colleague who may injure themselves at work including supporting colleagues on return to work programmes.

Code of Conduct Read, understood and acknowledged by applicant:

Volunteer Name: . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Signature: . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Date: . . . . . / . . . . . / . . . . .
Volunteer Coordinator Name: . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Signature: . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Date: . . . . . / . . . . . / . . . . .
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