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Positions available for election in March 2010:
Project Representative (x3)
Communication and Publicity Officer (x1)

Fundraising Officer (x1)
Access and Participation Officer (x1)

Graphic Design Officer (x1)

Public Relations Officer (x1)

Social Events Officer (x1)
If you are interested in running for a Committee position, then please contact TJ Browne on t.browne@shu.ac.uk or on 
0114 225 5005 for more details.

Application forms can be found via the Hallam Volunteering Blackboard site, by visiting the Volunteering section of www.hallamunion.org or picked up by hand from the Activities Pod.
Project Representative Role Description
2010/11

	Title:


Project Representative

                                       1 x Children Representative

                                       1 x Young People Representative

                                       1 x Adults Representative
Responsibilities:

· Be responsible for providing the communication link between all Hallam volunteers;
· To accurately represent the views of all Hallam volunteers to the Hallam Volunteering Committee;
· Act as a communcation figurehead in order to promote the wider Hallam Volunteering community to all Hallam volunteers;
· Organise a meeting, with Committee support, for Project Leaders in the relevant group of projects at the beginning of the volunteering year;
· Support Project Leaders and regularly attend their meetings;
· Be a member of the Hallam Volunteering Committee;
· Any other duties commensurate with the role.
Support you can expect from Hallam Volunteering:

· Regular support meetings with a Volunteer Co-ordinator.

· Support from the Sabbatical Officers responsible for the Committee.
· Training you feel would aid you in your role. All training must be discussed with and approved by your Volunteer Coordinator prior to the training taking place.


Communication and Publicity Officer Role Description
2010/11
	Title:


1 x Communication and Publicity Officer
Responsibilities:

· Lead and support a team of volunteers who are responsible for creating and delivering effective communication material to all involved with Hallam Volunteering; 
· Find and develop new and innovative methods to facilitate effective communication between and within projects, and amongst all Hallam volunteers;

· Heighten the profile of Hallam Volunteering within Sheffield Hallam University, Hallam Union and the local community;

· Edit, produce and write contributions for a Hallam Volunteering newsletter;

· Be a member of the Hallam Volunteering Committee and provide regular progress reports to them;

· Any other duties commensurate with the role.
Support you can expect from Hallam Volunteering:
· Regular support meetings with a Volunteer Co-ordinator;

· Support from the Sabbatical Officers responsible for the Committee;
· Training you feel would aid you in your role. All training must be discussed with and approved by your Volunteer Coordinator prior to the training taking place.


Fundraising Officer Role Description

2010/11

	Title:


1x Fundraising Officer

Responsibilities:

· Lead and support a team of volunteers to oversee fundraising for the Hallam Volunteering 'Small Grants Fund';
· Be a member of the Hallam Volunteering student committee and provide regular progress reports to them;
· Devise and carry out fundraising activities;
· Advise and assist individual projects with fundraising where requested;
· Build and maintain effective links with other projects, Support Teams and external organisations;
· Any other duties commensurate with the role.
Support you can expect from Hallam Volunteering:

· Regular support meetings with a Volunteer Co-ordinator;

· Support from the Sabbatical Officers responsible for the Committee.
· Training you feel would aid you in your role. All training must be discussed with and approved by your Volunteer Coordinator prior to the training taking place.




Graphic Design Officer Role Description 

2010/11

Public Relations Officer Role Description

2010/11

Social Events Officer Role Description
2010/11

Committee Chair Role Description
2010/11

Title:                           1x Chair

Function of Post:      To act as a figurehead for the Hallam Volunteering Committee

Responsibilities:

· To chair Hallam Volunteering Committee meetings.
· To communicate with the Secretary and the relevant staff member before Committee meetings to prepare and discuss the agenda.
· To support other Committee members in their roles.
· Facilitate effective communication between the Committee, the relevant sabbatical officer and representatives.
· Any other duties commensurate with the role.
Support you can expect from Hallam Volunteering

· Regular support meetings with a volunteer co-ordinator

· Support from the executive officers responsible for the committee ( Hallam Volunteering Executive and President)
· Any training you feel would aid you in your role.
Please note - this position will be elected from within the Committee

Committee Secretary Role Description

2010/11
	Title:


1x Secretary
Function of Post:
To facilitate effective communication between Committee members.

Responsibilities:

· Take minutes at Hallam Volunteering Committee meetings.

· To communicate with the Secretary and the relevant staff member before Committee meetings to prepare and discuss the agenda.
· Notify members of Committee meeting time dates and venue. Prepare and distribute agendas, minutes and relevant papers to Committee members in time to be read before the meeting.

· Facilitate effective communication between the Committee, the relevant sabbatical officer and representatives.
· Any other duties commensurate with the role.

Support you can expect from Hallam Volunteering

· Regular support meetings with a volunteer co-ordinator

· Support from the executive officers responsible for the committee ( Hallam Volunteering Executive and President)
· Any training you feel would aid you in your role.
Please note - this position will be elected from within the Committee


Access and Participation Officer Role Description 2010/11








Be a part of shaping volunteering for students…





Title:			1 x Access and Participation Officer





Responsibilities:


Access - making sure it can happen:


Be responsible for making sure all current volunteers have an equality of access, and students who are not currently volunteering are given equality of access to Hallam Volunteering;


Be responsible for identifying barriers to widening participation and how to overcome these.


Participation - making sure it does happen: 


To be a point of contact for all volunteers, actively seeking feedback of Hallam Volunteering from volunteers and providing a link between all volunteers and Hallam Volunteering;


To promote and provide training sessions on 'Participation' for all volunteers;


Look into the profile of student volunteering at Hallam Volunteering through proactively engaging with students from low participation areas;


Through engagement with students from low participation areas, discover how students would be encouraged to volunteer. Actively aid this by being a link between low participation area students and Hallam Volunteering to create new volunteering opportunities;


Put participation research into practice by leading 'Hallam Challenges', piloting student ideas in order to widen participation within Hallam Volunteering;


From information gathered throughout the year, collate and deliver an 'Access and Participation' section of 'HV Impact' (Planning Day) at the end of the volunteering year to update and review access to, and widening participation in, Hallam Volunteering;


Any other duties commensurate with the role.


Support you can expect from Hallam Volunteering:


Regular support meetings with a Volunteer Co-ordinator;


Support from the Sabbatical Officers responsible for the Committee.


Training you feel would aid you in your role. All training must be discussed with and approved by your Volunteer Coordinator prior to the training taking place.








Title:			1x Graphic Design Officer





Responsibilities:


Lead and support a team of volunteers to oversee and respond to graphic design requests;


Be a member of the Hallam Volunteering Committee and provide regular progress reports to them;


Through training build and develop software design skills, and assist the skill development of the Graphic Design Team;


Design and create effective publications for Hallam Volunteering Projects;


Advise and assist individual projects with graphic design where requested;


Build and maintain effective links with other projects and Support Teams;


Any other duties commensurate with the role.





Support you can expect from Hallam Volunteering:


Regular support meetings with a Volunteer Co-ordinator;


Support from the Sabbatical Officers responsible for the Committee;


Training you feel would aid you in your role. All training must be discussed with and approved by your Volunteer Coordinator prior to the training taking place.





Title:			1x Public Relations Officer





Responsibilities:


Lead and support a team of volunteers to create and deliver a PR event to mark National Student Volunteering Week;


To liaise with Project Leaders, Support Team Officers and volunteers to be able to accurately promote and represent their projects/teams at the event;


Be responsible for creating innovative ideas to be able to successfully and accurately portray Hallam Volunteering to Sheffield Hallam University, Hallam Union and external contacts and organisations;


Be a member of the Hallam Volunteering Committee and provide regular progress reports to them;


Any other duties commensurate with the role.





Support you can expect from Hallam Volunteering:


Regular support meetings with a Volunteer Co-ordinator;


Support from the Sabbatical Officers responsible for the Committee.


Training you feel would aid you in your role. All training must be discussed with and approved by your Volunteer Coordinator prior to the training taking place.





Title:			1x Social Events Officer





Responsibilities:


Lead and support a team of volunteers to deliver social event opportunities for everyone involved in Hallam Volunteering;


Organise and promote regular social events for the department as a whole;


Actively play a key role in bringing a sense of community to all Hallam volunteers;


Be a member of the Hallam Volunteering Committee and provide regular progress reports to them;


Any other duties commensurate with the role.





Support you can expect from Hallam Volunteering:


Regular support meetings with a Volunteer Co-ordinator;


Support from the Sabbatical Officers responsible for the Committee.


Training you feel would aid you in your role. All training must be discussed with and approved by your Volunteer Coordinator prior to the training taking place.














