JOB DESCRIPTION

Job Title:


Welcome Volunteer
Responsible to:

Group Coordinator
Location:




Hours:




Job Purpose:-


To welcome people to our befriending group
Main Duties:

	a)
	Greet all guests and make them feel welcome


	b)
	Sign all attendees in and out on the sign in sheet


	c)
	Make Tea and coffee for guests

	d)
	

	e)
	

	f)
	 

	g)
	

	h)


	

	I)
	

	n)
	Other duties that may be reasonably required.


PERSON SPECIFICATION

Job Title:
Welcome Volunteer
Location:
Befriending Group




	Area
	Description
	Method of Assessment

	Experience
	
	A


	Knowledge
	
	A & I


	Skills and Abilities
	
	A & I


	Personal Qualities
	Self motivated

Calm under pressure

Sociable


	A & I

A & I

A & I



	Other
	Able to work within the Christian ethos of the organisation and respect its values
.
	A & I


Method of Assessment

AF = Application Form     I = Interview     T = Test or Exercise     
Job Description and Person Specification Template

