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Dear Applicant, 

Thank you for your interest in the position of Trusts Research Assistant at Coram. I have pleasure in enclosing an application pack which contains the following:

· Role description

· Guidelines for volunteers

· Application form

The closing date for applications is: Monday, 19th March 2012. Please send your completed application form to peta@coram.org.uk or to Peta Rush, Coram Community Campus, 49 Mecklenburgh Square, London, WC1N 2QA. Both email and postal applications should be clearly marked with the reference: Trusts Research Assistant. 

Please note that in order to contain administration costs, only those applicants shortlisted for interview will be contacted.

We look forward to receiving your completed application.

Yours faithfully, 

Coram Human Resources

Guidelines for Volunteers

All volunteers will have an interview with a member of staff at Coram before being taken on. At this stage, both Coram and the volunteer have the opportunity to make their expectations clear and to discuss whether or not they are suited to each other.

1. Expenses: All volunteers are entitled to claim and be reimbursed for travel expenses to and from work, on submission of receipts, up to a travelcard for zones 1-6. Up to £4 per day will be reimbursed for lunch (on submission of a receipt) for volunteers working more than four hours around the lunch period. We regret that no other expenses will be paid without prior agreement of the line manager and complete documentation.
2. Hours: volunteer hours will be agreed in advance of the volunteer starting with Coram. These hours are flexible but volunteers are expected to attend when they say they will and contact the office in advance if, for some reason, they are unable to come in. Office opening hours are 9 a.m. to 5 p.m., Monday to Friday. 
3. All volunteers are expected to assist with general office administration e.g. mail-outs, and carry out other reasonable tasks as and when required.  While Coram is committed to giving our unpaid workers the opportunity to develop their skills and experience, volunteers can expect to spend up to 50% of their time carrying out routine office and admin tasks.
4. All volunteers will be assigned a line manager who will be responsible for regular supervision.  This should include a plan of the volunteer’s work (i.e. 3 months) to make very clear to the volunteer what is expected of them
5. All volunteers will be given an induction when they start volunteering with Coram which will include office procedures, health and safety procedures, and meeting relevant people.

6. Coram does not have a dress code but volunteers should attend work looking clean and presentable at all times. Smart casual wear is often the most appropriate.

7. Coram is committed to valuing diversity and expects all staff and volunteers to treat colleagues, children, young people and families, with respect, dignity and fairness at all times.

8. All volunteers and staff are expected to represent Coram positively at all times.
9. No information about the work of Coram should be passed to any outside body/person without prior consent from a Coram member of staff.
10. No property of any type is to be taken away from the premises without prior permission.
11. Coram reserves the right to terminate a volunteer’s involvement at any such time as we lose faith in the integrity of the volunteer.
12. Volunteers are welcome to ask their line manager to give a reference for their work once they have been with Coram for at least two months.
13. We ask that when volunteers give notice they work at least 2-3 days at Coram after that.  
Many thanks for your interest in volunteering for Coram.
Volunteer Role Profile
Post: Trusts Research Assistant
Department: Trusts and Major Donors team (Commercial Team)

Location: Coram Community Campus, 49 Mecklenburgh Square, London, WC1N 2QA

Responsible to: Trust Fundraising Manager

Starting: March/April 2012

Estimated duration of job: 3 months

Estimated time to be volunteered: 1 or 2 days per week

Hours: Negotiable (office hours are between 9 a.m. and 5 p.m.)
To maximise the potential of raising funds from trusts and major donors, Coram is currently looking to recruit an enthusiastic and committed volunteer to support the Development Officer to research and identify new prospects, assist in letter writing to donors and provide general support.
Tasks include:

· Researching potential supporters including trusts and major donors

· Updating trust records and entering information on the management database

· To provide general administrative and database support to the Trust Fundraising Manager 

Desirable skills:

· Good research and analytical skills

· Excellent written and verbal communication skills

· Good attention to detail

· Familiarity with Microsoft Office

· Willingness to learn the Raiser’s Edge database system

· Strong organisational skills

· Flexible approach and ability to adapt to changing priorities

· Ability to work calmly under pressure

· Willingness and ability to work independently and as part of a wider team

· Understanding of or interest in fundraising and/or the voluntary sector

Supervision and support

Volunteering as part of the Trusts and Major Donors team, you will be invited to attend relevant meetings and receive ongoing support from the Development Officer.

VOLUNTEER APPLICATION FORM
You should complete this form in DARK INK or TYPE      
Please do not send CVs as they will not be accepted.
	Please return completed form to:

Post: Peta Rush, Development Officer, Coram Community Campus, 49 Mecklenburgh Square, London, WC1N 2QA.

Email: peta@coram.org.uk  
	Position applied for: 
Trusts Research Assistant
Closing Date: 19th March 2012

Interviews: 26th March 2012
Where did you hear about this vacancy?



	(  Personal details (Please print clearly)

	Title (please delete) Mr/Mrs/Miss/Ms/Other:



Surname: 
	Forenames:


	Address: 



	Daytime tel. no:


Home tel. no:


Mobile no:

	Email address:  



	Please indicate when and how long you will be available to volunteer for
	………..day(s) per week for …………….month(s)

From (date)……………………………………………..


(  Further education and training / higher education (Please give dates and details of courses)

.........................................................................................................................………………....................…………...

.............................................................................................................................................…………………………...

(  Secondary Education
Schools
Examinations passed, with grades

................................………............................     .........................................................................……………….........

.........................................………...................     ..................................................................................………………

..................................................………..........     ..................................................................................………………

(  Other relevant training
.........................................................................................................................………………....................…………...

.............................................................................................................................................…………………………..
(  Languages spoken (Please indicate degree of fluency)

…………………………………………………………………………………………………………………….……………….

……………………………………………………………………………………………………………………………….…….

(  Previous employment and other relevant experience (Please enter most recent employment first and include any voluntary or unpaid work)
	Employer
	Post/job title
	Start date
	End date

	 


	 
	 
	 

	Reason for leaving:



	Brief description of responsibilities:

	

	

	


	Employer
	Post/job title
	Start date
	End date

	 


	 
	 
	 

	Reason for leaving:



	Brief description of responsibilities:

	 



	

	


	Employer
	Post/job title
	Start date
	End date

	 


	 
	 
	 

	Reason for leaving:



	Brief description of responsibilities:

	 



	

	


	Employer
	Post/job title
	Start date
	End date

	 


	 
	 
	 

	Reason for leaving:



	Brief description of responsibilities:

	 



	

	


	(  Additional Information 

	Please use this space to provide any further information you may wish to give in support of your application. Give details of all skills, experience and achievements relevant to the person specification of the role for which you have applied. Continue on an additional sheet if necessary.  .



	(  Leisure

Please not here your leisure interests, sports and hobbies



	(  Disclosure of criminal convictions

	The position for which you are applying is covered by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 and 1986.  This means that you are required by law to disclose all spent and unspent criminal convictions. 

Do you have pending or have you ever been convicted of a criminal offence (other than minor driving offences) which is not a spent conviction under the Rehabilitation of Offenders Legislation?



	If yes, please give further information (use separate sheet if necessary): 


	(  References

	Please give the names and email addresses of two referees who we can approach. We will not take up references prior to an offer being made. 

	Referee 1: 


	Referee 2: 



	(  Declaration of Applicant

I hereby declare that the information given in this form is, to the best of my knowledge, correct and gives and accurate representation of my application. 
I agree that should I be successful in this application, I will, if required, apply to the Criminal Records Bureau for an enhanced disclosure. I understand that should I fail to do so, or should the disclosure not be to the satisfaction of the organisation, any offer of voluntary work may be withdrawn or my voluntary agreement terminated. 

I give my consent to the processing of my personal data by computer or other means in relation to my volunteer application and possible future work.

Signature: _______________________________________Date: ____________________



	Data Protection:  Your signature on this form authorises Coram to process this personal data and sensitive personal data for the purposes of your application for volunteer work.  It will be treated and filed as confidential information.  It will not be made available to a third party without written permission from the applicant. If you are appointed to the post your application form will be kept for the duration of your volunteer work.  If you are not appointed to the post, the form will be kept for 12 months and then destroyed.  I understand that the personal data which I have provided on this form may be stored in paper or electronic form in accordance with Coram’s policy on Data Protection and with the provisions of the Data Protection Act 1998.   
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