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General Role Description Template
	Role:
	Volunteer- Research and Engagement 

	Reports to:
	Director of Research, Strategy and Partnerships

	Project:
	The Research, Strategy and Partnerships function in Inclusion Gloucestershire aims to use the data and intelligence we collect through our contacts with disabled people and those with mental ill health to:
· inform our internal strategy, 
· develop our own practice and that of others 
· inform the services we develop
· guide future research by us or other key partners
· identify areas for local campaigns
· influence local or national strategies and legislation

	Main tasks:
	Overall role:

To be able to carry out research in order to gather information – this may involve paper-based research and carrying out interviews/focus groups etc and then bringing together and evaluating the data collected.

Note: all information presented verbally or in writing will be in English and therefore confidence in communicating in English will be essential. The ability to converse in another language would be an advantage

Main tasks:

· Prepare surveys and questionnaires using electronic or paper formats
· Support individuals to complete surveys either through one-to-one phone calls or group meetings which may be virtual or face to face (in a Covid Safe environment)
· Support individuals or groups of people to share their views more informally through focus groups which may be virtual (online) or face to face (in a Covid Safe environment)
· Take notes in focus groups to capture discussions and summarise and reflect the views of people in a concise and clear way
· Record views using electronic survey formats and spreadsheets
· Collate data using spreadsheets and summarise findings
· Contribute to report writing 

	Skills and experience required:
	· Genuine interest in working with people with a range of needs including learning disabilities, physical disabilities, autism and people with lived experience of mental ill health.

· To be honest, reliable and trustworthy.

· To adhere to confidentiality when required.


	Role specific skills and experience required  
	· Able to develop positive working relationships with people, that enables them to take responsibility for themselves.

· Able to build rapport with others and support them to feel comfortable

· Confident in communicating with others using the phone, virtual meetings or face to face and in groups of up to approx. 10 people

· Excellent listening skills

· Confident in note taking and use of technology (email, spreadsheets etc).

· Able to use social media and add to website (or wiling to learn)

· Ability to follow instructions but also work on own initiative


	Development and Opportunities at Inclusion Gloucestershire:
	· Opportunity to learn new skills, for example in:

· Producing accessible communication (Easy Read)
· Social Media postings and engagement
· Maintenance and development of website information

· There are many opportunities to become involved in the wider work of Inclusion Gloucestershire.
· Inclusion Gloucestershire are always looking for new people to contribute to the running of the organisation.


	Based at:
	          Inclusion Gloucestershire
           2 St Michael’s Square, 
           Gloucester  
            GL1 1JB
Although working from your home is also possible

	Access:
	· The office has wheelchair access.

· The premises are centrally located in Gloucester town centre.  There is parking nearby, and public transport is within walking distance. 

· We are able to offer for you to work remotely and will give you support around your needs to do this


	Hours required and minimum period agreed:
	
· Your agreed specific day/s and times will be agreed with you. 

· The work pattern is likely to be variable in that there may be periods with more work and deadlines and other periods with less work


· Commitment to attend a planned supervision session (one to one time) regularly to be decided with your supervisor. 


	Who can volunteer for this role?
	
· Open to those who want to gain experience of working with a diverse group of people.

· Open to those who are looking for a career change and may want to develop experience of working within a charity.

· Open to those who would like to grow and develop their skills in this volunteer role



	Training offered:
	· Volunteers will have mandatory training to complete on Safeguarding, Disability Awareness and Autism. 

· Role specific training will be identified and offered as identified with each individual.

· Volunteers are expected to attend compulsory training delivered by Inclusion Gloucestershire, such as health and safety and fire safety. 


	Support Offered:
	· You will work alongside Inclusion Gloucestershire staff, some of whom are experts by experience 

· You will receive supervision sessions (one to one time with your supervisor) regularly as well as more informal support throughout your volunteering.


	Expenses:
	· Inclusion Gloucestershire will pay out of pocket expenses for travel.
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