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VOLUNTEER
Effective: 12 August 2011

Position Type:

Volunteer

Team:

Organisation wide

REPORTING RELATIONSHIPS:

	Accountable to:
	Direct reports:

	Relevant Arthritis Queensland Manager
	Not applicable


Organisation Overview:

Our vision is healthy bones and joints for all Queenslanders.  Our mission is to enable Queenslanders with, or at risk of, arthritis or osteoporosis to better manage their wellbeing. 

For over thirty years Arthritis Queensland (AQ) has provided credible information, support and education to people with some 100 different types of musculoskeletal conditions, their carers and health professionals and invested in world class rheumatology research.
AQ is a volunteer supported and predominantly donor-funded, non-government charity that acts in the interests of people affected by musculoskeletal conditions.  AQ is a membership-based organisation with Board positions elected by our membership.
Position Overview:

Arthritis Queensland has a volunteer program which aims to extend the capacity of the organisation to meet its mission and strategic goals throughout Queensland.  Volunteers work in the following broad areas:

· Board of Directors
· Administration volunteers
· Helpline volunteers

· Community speakers and facilitators of courses
· Volunteers who assist in direct activities for people who use our services
· Office bearers and leaders of support groups auspiced by Arthritis Queensland.  

POSITION CHARACTERISTICS:

· Perform volunteer duties according to the volunteer’s agreed Role Outline
· Work under the direction of the relevant Arthritis Queensland Manager. 
· Understand how the volunteer role relates to provision of services, outlined in Arthritis Queensland Policy Manual 
· Manage time so outcomes can be achieved.   

· Perform administrative tasks relevant to the duties being performed. 

· Work in co operation with staff of Arthritis Queensland, volunteer colleagues, and people who use our services
· Display a high level of interpersonal skills and treat with dignity and respect, all people with whom they come in contact during their volunteering time
· Use accredited resources, ‘best practice’ principles, and evidence based information, according to Arthritis Queensland’s training program. 
· Demonstrate a high level of interpersonal skills 

· Comply with the organisation’s policies, procedures, and work instructions

· Complete required training and development to perform all tasks to the best of the volunteer’s ability.

Functional Relationships:

The volunteer has functional relationships with the following:

Internal: 

	Chief Executive Officer
	Book keeper/ Accountant

	Manager, Health & Education Services
	Health and Education personnel

	Manager, Fundraising & Communications
	Marketing & Fundraising personnel

	Administration personnel 
	Other Volunteers

	
	


External:

	Donors/members

	People with arthritis and osteoporosis and their families


KEY SELECTION CRITERIA:

Essential

· No specific qualifications.  Volunteers will be sought according to skills and experience in a particular volunteer area.  
· Interest in volunteering for Arthritis Queensland.

· Ability to treat all people with dignity and respect.

Desirable

· Reliability and ability to provide consistent volunteering at allocated times.
Competencies (knowledge and skills)
1. High level of interest in and commitment to the work of Arthritis Queensland and to supporting people with arthritis and osteoporosis.

2. Knowledge of, and empathy for, the impact of arthritis and osteoporosis on the individual, their carers and the community as a whole, or the demonstrated ability to acquire these skills.
3. Capacity to learn from training.  Interest in skills acquisition and capacity to learn.  

4. Demonstrated ability to work collaboratively with others

5. Excellent communication skills, especially demonstrating an empathic, respectful manner and listening skills when communicating with people with arthritis and osteoporosis, staff of Arthritis Queensland, and other people with an interest in AQ.

6. Organisational skills, including ability to prioritise and plan

7. Highly developed sense of loyalty, and commitment to the organisation, exemplified by the following:

a. Reliability

b. Discretion

c. Confidentiality 

d. Interest in the organisation.
8. Functional use of Microsoft Office programs.

CONDITIONS OF VOLUNTEERING:

· Appointment as a volunteer may be subject to a satisfactory police check, prior to commencement;

· The volunteer’s suitability will be re assessed following three months of volunteering with the organisation;

· Arthritis Queensland will periodically meet individually with the volunteers to discuss past performance and set future goals.

STANDARD OF CONDUCT:

· All volunteers abide by the policies and procedures of Arthritis Queensland.

· All volunteers maintain the privacy and confidentiality of all information gained in their volunteering duties.

· All volunteers have an ethical and moral responsibility to co-workers, our people with arthritis and osteoporosis, their families/carers, and all other people with an interest in AQ.

Organisation Chart:
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