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Volunteer Role Description
Internship - Helpline, reception & administrative
Position:



Internship – helpline, reception, administration (interpreting)
Start Date:



Placement will start in week beginning 3rd October 2011
Commitment:
Please note that we are recruiting on a job-share basis.  Therefore we are considering applications from candidates available for either 1, 2 or 3 days per week.  

Applicants will need to be available for a minimum of 6 months
Notice period:


4 weeks

Application deadline:

Applications must be received by 5pm on 15th September

Interview dates:
Interviews will take place on Friday 23rd September
Kalayaan

Kalayaan is a small, fast-paced charity that works to support migrant domestic workers (MDWs) in the UK.  These are men and women usually housekeepers and nannies that accompany employers to the UK on the migrant domestic worker visa. Unfortunately due to the unregulated and isolated nature of this work, MDWs are particularly vulnerable to abuse and exploitation and in the extreme, trafficking for forced labour.
The team

Kalayaan has four paid staff members all of whom are caseworkers.  We rely heavily on the support of volunteers to provide support to our client database and more than 350 new MDWs each year.  

Internship

The role of the intern is integral to the running of the organisation.  Whilst the core of the role is administration, it is also a robustly hands-on role with a huge amount of diversity and a significant amount of one-to-one client work.  

Task & Duties:

- One to one work with clients: welcome clients to centre; make appointments; provide support in accessing jobs including writing CV’s

- Answer calls from clients, other organisations and general public (respond to enquiries or refer)
- Help with general administrative work – monitoring ‘info address’ data entry, filing, post office trips etc

- Letting the volunteer English class in on a Monday evening (means arriving and leaving late on Mondays)

- Specific project work: e.g. organising training courses for domestic workers (all with significant allowance for own initiative)
- Assisting with research for ongoing campaigns 
- Interpreting (if you speak a community language predominantly South & South East Asian languages)
Training provided:

- Half day induction with volunteer supervisor

- Detailed helpline training around limitations of role and when to refer on

- Advocacy support training
- Other task related in house training e.g. interpreting/ related to specific projects
Qualifications, Skills & Experience:

- Volunteer must have good telephone manner and some experience of working with people using English as a second language 
- Volunteer should be well organised, show initiative, able to prioritise work and be willing to undertake administrative roles unsupervised
- Volunteer should have an interest in Human Rights, workers rights, migration and/or women’s issues

- Volunteer should be sensitive to the issues facing migrant domestic workers

- Volunteer should be proficient in Microsoft Word and Outlook and ideally in Excel
Desirable:

Fluency in community language: Hindi, Tamil, Malayalam, Singhalese, Tagalog, Indonesian, Bengali, Arabic, 
Supervision:

Once monthly supervision sessions:  Supervisor will be on hand most of the week should the volunteer need any guidance or support between supervision sessions.

Volunteer Expenses

Kalayaan can reimburse public transport expenses within London incurred in the course of the volunteer role.  Kalayaan can also reimburse lunch expenses up to a limited value, if volunteers are in the office for more than five hours a day.  Receipts are required

Limitations of post:




Immigration advice is regulated in the UK.  Under no circumstances should volunteers discuss immigration with clients. 
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