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Social Secretary – Role Description

This role description is to help you to further understand your role, clarify your role responsibilities as a volunteer and to outline the ways in which Student Volunteering Bangor can support your voluntary work.

Responsibilities

· To organise and co-ordinate social events for SVB volunteers throughout the academic year
· To co-ordinate and organise the SVB Annual Review and Christmas recognition event
· To promote SVB at promotional or recruitment events
· To follow all SVB and Students’ Union policies and procedures
· To inform the Volunteering Manager immediately of any problems, concerns or incidents

Responsible to

The Student Volunteering Manager
 
Person Specification

· To be enthusiastic and committed to achieving the aims and objectives of the project and to develop SVB
· Good communication and organisational skills, creativity and imagination
· To be reliable, organised and committed to attending project sessions

What Support you can expect from SVB

· Advice, support and supervision regarding any aspect of your volunteering
· Any personal information being treated confidentially and in accordance with the Data Protection Act 1998
· Management of Health and Safety and the Risk Assessment Process
· Management of the Grievance and Disciplinary Process
· To be treated fairly and in accordance with the Equal Opportunities Policy
· To be paid out of pocket expenses by prior arrangement
· Adequate insurance cover for your volunteering
· The necessary training needed to carry out your role

Training Required

· SVB Induction Training
· Manual Handling Training
· Risk Assessment Training
· Health and Safety Induction Training
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