Youth Volunteering Intern
Job Title:                             Youth Volunteering Intern x 2 - VINT1042
Location:                             London

Department:                        Climate Squad 

Duration:


  3 months (3-5 days per week)
Reporting to:                      Head of Youth Volunteering
Overall responsibility 

The Youth Volunteering Intern is responsible for providing efficient and professional support to both the Youth Volunteering Team and volunteers signed up to the Climate Squad programme. 
This role is key to ensuring that the Climate Squad programme provides an excellent standard of service to all of its volunteers, with the focus on maintaining first-rate customer care.
Specific duties 

Digital Support
1. Manage the Climate Squad email account, responding to enquiries and/or forwarding them to the relevant colleague.

2. Administer the relevant web databases, including:
· Setting up new volunteering opportunities, team leaders and site administrators
· Implementing approval procedures in order to maintain appropriate site content and twitter feeds
3. Co-ordinate the establishment of a suite of online communications including a quality photo and video library, overviews of volunteer activities and details of measurable outcomes
4. Take overall responsibility for ensuring the quality and accuracy of online materials. 
Event Support
1. Liaise with the Events Officer and Eco-Interactive Exhibits Manager to ensure that requirements are met for event bookings, staffing and transportation of Global Action Plan’s Eco-Interactive Displays for the Climate Squad programme.  
2. Support the Training & Development Manager with the organisation of Climate Squad training events. 
Administration
1. Manage the ongoing support of and effective registration process for Climate Squad volunteers.
2. Manage the work programme of office volunteers, including interns.
3. Provide day to day administrative assistance to the Youth Volunteering Programme Team, as required, so that Climate Squad volunteers are supported and the programme objectives are met.

4. Provide administrative assistance to the Head of Youth Volunteering. 

5. In consultation with the Head of Youth Volunteering, to undertake any other administrative task relevant to the position.  

Reporting
1. To work with the Reporting Officer to plan and deliver the reporting requirements of the Climate Squad programme.

2. Organise and upload measurement data to the relevant web database where necessary, and maintain a paper filing system of data sheets received in hard copy.
3. Ensure that the number of volunteers and environmental savings of Climate Squad activities are kept up-to-date on the National Results Database.
4. Carry out web database searches and using them to produce reports for volunteers, the Head of Youth Volunteering and funders

General
1. To work in accordance with Global Action Plan’s health and safety, data protection and equal opportunities policies. 

2. To participate in regular Youth Volunteering Team meetings and to contribute ideas to enhance the programme and its delivery. 

Communication Links

	Member of staff
	Nature of relationship

	Head of Youth Volunteering
	Direct line manager.  Monthly review meetings. Fortnightly reports.

	Eco-Interactive Displays Officer and Events Officer
	Ensure that requirements are met for event bookings, staffing and transportation of Global Action Plan’s interactive displays for the Climate Squad programme.

	Reporting Officer
	Planning and delivery of the reporting requirements of the Climate Squad programme.

	Youth Volunteering Programme Team
	Establish effective administrative systems and provide day to day administrative and reporting support to colleagues 


Person Specification
	Skills & personal attributes 
	Description
	Importance

	Administration
	Experience of providing administrative support to a medium sized team
	Essential 

	Organisation 
	Excellent organisation, able to function under pressure 
	Essential

	Social networking
	Experience in online community building and social networking for young people.
	Essential

	Self Motivation 
	Capacity to work alone with minimal supervision
	Essential

	Initiative
	Capacity to find creative solutions to problems
	Essential

	Diplomacy
	Demonstrates tact and mature judgement when dealing with competing demands and tight schedules. 
	Essential

	Interpersonal skills
	Able to communicate effectively at all levels. 
Resourceful and patient. 
Excellent team player.
	Essential

	Reporting 
	Able to produce basic environmental impact reports.

Willingness to learn how to use in house databases to produce impact reports. 
	Desirable

	Numeracy
	A good level of numeracy.
	Essential

	Quality control
	Focused, productive with strong attention to detail.
	Essential

	IT 
	Working knowledge of Microsoft Word, Excel, Outlook.  

Experience of using databases.
	Essential

	Values 
	Positive approach to environmental issues and fit with Global Action Plan values
	Essential

	Web Editorial
	Experience of writing for the internet
	Desirable

	Environmental Knowledge
	Knowledge of environmental issues, particularly climate change and waste.
	Desirable

	Voluntary sector experience 
	Experience of working in the not-for-profit sector in a paid or unpaid capacity.


	Desirable


Please send a cover letter and CV addressing the key criteria to paul.warner@globalactionplan.org.uk with ‘VINT1042 in the subject.  
Applications close: Sunday 12th September
All travel and lunch expenses will be reimbursed for the duration of the internship.

Interviews likely to take place week commencing 13th September.  Due to the large volume of applications only successful applicants will be contacted. 
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