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Arweinydd Prosiect Parti Tê – Disgrifiad Rôl

Mae’r disgrifiad rôl hwn i’ch helpu chi i ddeall eich rôl ymhellach, egluro cyfrifoldebau eich rôl fel Arweinydd Prosiect ac i amlinellu’r ffyrdd y gall Gwirfoddoli Myfyrwyr Bangor gefnogi eich gwaith gwirfoddoli
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· Cynllunio gweithgareddau parhaus y prosiect a rheoli’r gweithgareddau yn ystod sesiynau’r prosiect
· Rheoli gwirfoddolwyr
	-Sicrhau fod yna nifer digonol o wirfoddolwyr
	-Cefnogi a goruchwylio’r gwirfoddolwyr ar bob adeg a darparu cwrs sefydlu i wirfoddolwyr newydd
	-Gosod terfynau clir i wirfoddolwyr mewn perthynas â’u hymddygiad a’u hagwedd
	-Sicrhau fod yr holl wirfoddolwyr yn ymwybodol o’u swyddogaethau o fewn y prosiect
· Cynnal cyfathrebu rheolaidd gyda’r holl wirfoddolwyr, cyd Arweinwyr Prosiect, Rheolwr Gwirfoddoli a defnyddwyr y gwasanaeth
· Bod yn gyfrifol, ynghyd â’r gwirfoddolwyr eraill a’r Arweinydd Prosiect am ddiogelwch a lles y defnyddwyr gwasanaeth tra eu bod yn mynychu’r prosiect
· Rheoli cyllideb y prosiect
· Cwblhau’r holl waith papur angenrheidiol a chadw ffeil y prosiect wedi’i ddiweddaru
· Dilyn holl bolisïau a gweithdrefnau GMB ac Undeb y Myfyrwyr
· Hyrwyddo’r prosiect a GMB mewn digwyddiadau hyrwyddo neu recriwtio 
· Hysbysu’r Rheolwr Gwirfoddoli ar unwaith am unrhyw broblemau neu bryderon
· Hysbysu’r Rheolwr Gwirfoddoli ar unwaith am unrhyw gwyn neu bryderon disgyblu
	
Yn gyfrifol i’r

Rheolwr Gwirfoddoli Myfyrwyr

Gofynion y Swydd 

· Bod yn frwdfrydig ac yn ymroddedig i gyflawni nodau ac amcanion y prosiect a datblygu’r gwasanaeth
· Gallu cyfathrebu’n dda gydag oedolion gan ddefnyddio amrywiaeth o gyfryngau
· Bod yn ddibynadwy, yn drefnus ac yn ymroddedig i fynychu sesiynau prosiect
· Ymgymryd â Datgeliad y Swyddfa Cofnodion Troseddol

Pa Gefnogaeth allwch chi ei ddisgwyl gan GMB?

· Cyngor, cefnogaeth ac arolygaeth ynghylch pob agwedd o’ch gwirfoddoli
· Fod unrhyw wybodaeth bersonol yn cael ei thrin yn gyfrinachol ac yn unol â Deddf Gwarchod Data 1998
· Rheolaeth o’r Broses Iechyd a Diogelwch ac Asesu Risg
· Rheolaeth o’r Broses Anghydfod a Disgyblu
· Cael eich trin yn deg ac yn unol â’r Polisi Cyfleoedd Cyfartal
· Cael eich ad-dalu am unrhyw dreuliau o’r boced drwy drefniant blaenorol
· Sicrwydd yswiriant digonol ar gyfer eich gwirfoddoli
· Yr hyfforddiant angenrheidiol sydd ei angen i gyflawni eich rôl
· Cymorth gyda rheoli cyllideb eich prosiect
· Cymorth gyda recriwtio gwirfoddolwyr

Hyfforddiant sydd ei angen

· Hyfforddiant Cwrs Cyflwyno GMB
· Hyfforddiant Arweinydd Prosiect GMB
· Hyfforddiant Asesu Risg
· Hyfforddiant Cwrs Cyflwyno Iechyd a Diogelwch
· [bookmark: cysill]Hyfforddiant Amddiffyn Oedolion Bregus 
Tea Parties Project Leader – Role Description

This role description is to help you to further understand your role, clarify your role responsibilities as a Project Leader and to outline the ways in which Student Volunteering Bangor can support your voluntary work.
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· To plan the ongoing activities of the Tea Parties project and to manage the activities during the project sessions
· To manage volunteers
			- To ensure that there is an adequate number of volunteers
			- To support and supervise the volunteers at all times and provide an induction to new volunteers
			- To set clear boundaries for volunteers in relation to their behaviour and attitude
			- To ensure that all volunteers are aware of their roles within the project
· To maintain regular communication with all volunteers, fellow Project Leaders, the Volunteering Manager and the service users
· To be responsible, along with the other volunteers for the safety and welfare of the service users whilst attending project sessions
· To manage the project budget
· To complete all necessary paperwork and keep the project file up to date
· To follow all SVB and Students’ Union Policies and Procedures
· To promote the project and SVB at promotional or recruitment events
· To inform the Volunteering Manager immediately of any problems or concerns
· To inform the Volunteering Manager immediately of any grievance or disciplinary concerns

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 the service
· To be able to communicate well with people using a range of media both to individuals and groups of volunteers
· To be reliable, organised and committed to attending project sessions
· To undergo a Criminal Record Bureau Disclosure

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
· Assistance with the management of the project budget
· Assistance with the recruitment of volunteers

Training Required

· SVB Induction
· SVB Project Leader Training
· Risk Assessment Training
· Health and Safety Induction Training
· Protection of Vulnerable Adults (POVA) Training
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