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VOLUNTEERS





Met Volunteer Programme (MVP)

Role Profile

Title:
Safer Neighbourhoods Admin Volunteer

Responsible to:
Safer Neighbourhood Ward Sergeant/MVP Volunteer Co-Ordinator

Overall Purpose:
To provide administrative support to a Safer Neighbourhood (SN) team, ensuring the effective running of the office/base.

Intended outcomes

· Increased satisfaction in regard to effective police service.

· Providing a resource for assisting SN teams to effectively and efficiently manage their office administration

· Maximising a more effective use of local resources by enabling identified MPS personnel to undertake the tasks for which they are trained

Main Responsibilities:


· To answer the telephone promptly and ensure all messages are passed to the relevant team members by maintaining a comprehensive and up to date logbook.

· To provide secretarial support to the team which may include the typing of minutes, reports etc.

· To organise Safer Neighbourhood Panel Meetings by maintaining a database of the relevant personnel and contacting them in regard to meetings.

· To record and distribute minutes of meetings and agendas using the SN office/base.

· To record on a database, in the SN office/base, all the members of the KIN( Key Individual Network)

· To record any information, in the SN office/base, provided on questionnaires , KINs’/Focus groups that will be used to identify SN priorities

· To deal with any enquiries to the office/base and refer members of the community either to the relevant team MPS members or other relevant external agencies.

· To ensure that all of the above confidential information is held in a secure container /manner.

· To contribute to the publication and distribution of a SN Newsletter from the SN office/base.

Additional responsibilities may be added as a result of tailoring services that the community contact point provides to meet local needs. These will only be agreed after consultation with the volunteers.

Skills and Knowledge

· Confident communication skills including a professional telephone manner

· Experience in good office administration/organisational procedures

· Reasonable IT skills (Word and Outlook)

· Positive and welcoming interpersonal skills.

Attitude and Personal Qualities

· A willingness to be flexible and perform varied tasks

· The ability to deal with sensitive and confidential information in an appropriate manner

A good team player who enjoys the support of others

· Having a professional yet friendly nature and being able to respect diversity.

· Willingness to learn about police and wider partnership services.

Training Requirements (M=Mandatory before commencement, O=Optional – training can be undertaken whilst volunteering)
· Information on the concept and aims of Safer Neighbourhoods Policing. (M)

· Information on the different Met Police Services to include different crimes and their triggers, the Community Payback Scheme and information on the extended policing family. This will all be part of a specific SN Volunteer Induction Day.(M)

· Customer Care training (M)

· Listening and recording skills (M)

· Diversity (O)

· Manual Handling (M)

· Health and Safety (M)

· Conflict Management (M)

· Emergency Life Saving ( O)

Additional Information

Location

The SN Admin Support volunteer will be based in each ward as determined by the SN Sergeant. This might be in a police station or in one of the SN bases in the community. The SN Admin Support Volunteer will only be based in a SN Contact point that is also a SN base. They will not be placed in a SN place that is a Contact Point solely. 

Each base must be risk assessed and each volunteer role must also be locally risk assessed.  Each volunteer will need to be made aware of the relevant Health and Safety issues of their particular office/base by the SN Sergeant.

Hours

Volunteers will be invited to make a regular and reliable commitment  to ensure continued support to the SN Team. Each volunteer shift should last for a minimum of four hours but flexibility around a programmed rota can be renegotiated after an evaluation of the administrative duties at each office/base.  Each volunteer will not be allowed too exceed 40 hours per month.  (This will include any hours of training support or support and supervision but not too include any hours to and from the site of volunteering)  The SN duty inspector will need to be informed as to the names of the volunteers who will be operating a contact point and their relevant contact details. S/he will also be given their emergency contact details..

Dress Code:


Smart and suitable for office wear.  To ensure MPS volunteer’s Security pass is clearly visible at all times.

Confidentiality

Volunteers must not discuss any matters concerning police operations or policies  with members of the community or media. The volunteers will be asked to respect confidentially on any matters that they may learn in relation to their volunteering role, other members of staff or the community.  This is covered by the Official Secrets Act which all volunteers have signed.

Borough MVP Volunteer Coordinator 
Name

:    

  

Telephone Number
:




  

Mobile Number
:





  

E mail

:  
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