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Task Profile: Work Club Mentor
Background:
Our one stop shop project helps people to find work, improve their skills with training and gain experience through volunteering. 
The core work of the project involves:

· Giving in-depth support to individuals on employment, training and career.

· Work with organisations to involve clients in volunteering, paid employment or in suitable opportunities.

· Promote good practice with organisations and clients.
· Signposting clients to the relevant organisations for career advice or help with benefit issues.
Why we need volunteers.

We are a very busy office, helping over 200 people each year and we have regular clients who come to see us again and again. In order to keep on top of all of this work and most importantly provide a good service we need volunteers to help us. We could not provide this service without the skills and time that our volunteers give us.

Role Purpose:
To support and assist clients who come in to job search on our work club which runs on Mondays, Wednesday and Thursday. This can be from helping client use the computers to job search, help in writing CV’s to assisting in filling in applications. The role will also be to contribute to the ongoing development of the service to work flexibly as a member of the Zest One Stop Shop team and maintain good working relationships. To ensure the service works towards best practice in equality of opportunity. To carry out all duties and responsibilities as described in line with ZEST policies and procedures, with particular attention to those relating to Equal Opportunities, Health and Safety and regarding volunteers who will work vulnerable adults. 
Core tasks- We will provide training on all these tasks.
· To assists clients with job search activities such as internet search’s using various websites.

· To assist clients in filling in application forms when needed.

· To advise and guide clients in there job search.

· To set up clients with e-mail and google docs accounts when required.
Skills / experience you need to have these already in order to do this role:
· Some knowledge of barriers and issues preventing entry/re-entry to the labour market

· Computer literacy

· Excellent interpersonal skills

· Experience of working with people from a variety of backgrounds

· Excellent written communication skills
· Ability to work as part of a team as well as under own direction
· Able to write English clearly 

· Able to use email programs ( e.g. yahoo, hotmail, Outlook)

· Able to organise your work e.g. Make task lists.

· Can work on your own initiative

· Reliable
· Punctual
· Understanding of issues some clients may be facing
· Patient and able to communicate well with people who don’t speak fluent English
Skills / experience you will gain in this role:
· Experience of working with a variety of people from different backgrounds.
· Experience of filling in application forms to a high standard.

· CV writing skills.

· Communication and interpersonal skills.

· Experience of advising clients in areas of employment and training.

· A better knowledge of barriers and issues facing certain individuals and how you can help overcome these. 
Benefits of volunteering in this role:
The work mentor role will give you excellent experience and all the skills that adviser jobs will require.

· There is a significant customer service element to the role through the communication skills and work with clients which will help you to gain and demonstrate good organisational skills as well as interpersonal skills when working with people from many different backgrounds. 

· You will get experience of working independently and also of co-operating in busy team and will have responsibility to make decisions e.g. prioritising, job matching etc.

· You will also build up a good knowledge of the labour market and volunteering opportunities available in Sheffield. 

· You will be able to demonstrate skills which you have learnt and add these to your own job applications and CV.
· Gain confidence and increase motivation.
· Obtain references for job applications.
Development or progression opportunities:

· The transferable skills would enable you to move on to other advanced roles within organisations. 

Supervision:

Zest will be able to train and offer supervision to ensure that you are able to perform the role confidently.

Expenses:

Travel expenses will be paid for on the day you volunteer. If you volunteer for a full day we also offer lunch expenses up to £4.30
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