
[image: image1.png]Fulham
Good Neighbours



[image: image2.jpg]HEALTHY
WORKPLACE

MAYOR OF LONDON




Fulham Good Neighbours

Rosaline Hall
70 Rosaline Road

London, SW6 7QT 
Tel. 020 7385 8850                                                                                                                              
Email: info@fulhamgoodneighbours.org                         
Fulham Sunday Afternoon Tea Co-ordinator 

(part-time)
Working Hours: 1st and 3rd Sunday of the month 2:30PM-5:30PM (3hrs paid at 1.5 rate of standard hourly pay) £22.09 per hour 
Weekday – 3hrs every week (ideally Monday day time but negotiable) £14.73 per hour 

Actual Yearly Salary: £3,895.03
About Fulham Good Neighbours: Established in 1966 Fulham Good Neighbours support mainly older people, including those with dementia, with practical tasks at home such as basic DIY, gardening, and decorating. We do what any good neighbour would: collect medication, escort to appointments, accompany shopping and take care of pets to name just a few of our free services delivered by over 50 volunteers. We also run a dedicated befriending scheme and a range of social clubs to help beat isolation and loneliness. We also offer our hall to other local small groups supporting older people for regular or one-off meetings.

In 2016 we were declared the Best Charity in the London Borough of Hammersmith and Fulham; in 2017 we achieved the London Healthy Workplace Award. 
About the post of Fulham Sunday Afternoon Tea Co-ordinator: This new post will provide all organisational and operational support to the Fulham Sunday Afternoon Tea. The post holder will run the club every first and third Sunday of the month and ensure the success of the club, including the welfare of older people and volunteers attending it. The post holder will ensure that the event caters to older housebound people not taking part in other activities during the week.
About you: You will have experience in working directly with older people and volunteers, empathy and good organisational skills. 
Job description:
1. To take overall responsibility for the running of the Fulham Sunday Afternoon Tea: 
a) Marketing: 
-
promoting the club externally to potential beneficiaries, volunteers and referrers; 
b) Volunteers:
-
Recruiting/interviewing new volunteers (including obtaining references);
- 
Supervising, supporting and encouraging volunteers attending the event;

- 
ensuring that there is a sufficient number of volunteers available at each event; 

c) Beneficiaries:  

-
organising transport for those needing it; booking taxis or minibuses
- 
ensuring that there is sufficient provision of food and beverage

- 
organising occasional performances 

d) Health and Safety:  
-
ensuring the welfare of all taking part by maintaining the highest health&safety standards at all times; 
e) Record Keeping: 
-
ensuring that all financial records are kept in line with our current procedure and practice e.g. taxi receipts, food receipts, volunteer expenses forms;
- 
entering details of new volunteers on the database and closing records for those no longer volunteering;
-
entering details of new beneficiaries on the database and closing them when applicable;

- 
entering details of each event’s participants on the database;

f) Reporting: 

· Staying in regular contact on matters relating to volunteers with the Volunteer Co-ordinator;

· Passing on any relevant feedback and concerns to the Director

2. To take part in supervisions and team meetings.
3. To promote Fulham Good Neighbours, increase its visibility and build relationships with stakeholders.

4. To support other areas of operation within Fulham Good Neighbours as and when required.

5. To be co-responsible for the security and daily management of Fulham Good Neighbours’ premises.
6. To carry out any other tasks and duties as determined by the director.
Person Specification:
Essential:
1. Ability and experience of working with older people

2. Ability and experience of working with and supporting volunteers
3. Strong organisational skills 
4. Strong communication skills
5. IT and Digital Literacy
6. Ability to deal with a range of internal and external stakeholders 

Desirable requirements:
1. Good knowledge of Fulham 
2. Experience of working independently
The post is subject to:

· Right to work in the UK check;
· satisfactory disclosure from the Disclosure and Barring Service;
· two satisfactory references. 

