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Volunteer Role:
 ICT Class Assistant
Responsible to: 
ICT Tutor: Patricia Stoddard
Volunteers support: Joanne Jobling, Development Manager
Purpose of the role: To assist the tutor in supporting adult learners to develop basic ICT skills in Microsoft Word, using the internet and e-mail. Other Microsoft packages may also be taught but knowledge of these is not essential to the role.
Role Description: Main Duties:
· To help learners to develop their ICT skills, under the guidance of the ICT tutor.
·  Work as part the Burley Lodge Centre team with other volunteers & staff, ensuring that learners enjoy an enabling and friendly learning experience.
·  Help to ensure that statutory requirements are met and observed, especially in regard to Health and Safety, Confidentiality, Equal Opportunities and Data Protection.
Skills/Knowledge/Experience
· Computer Literate in Microsoft Word, use of the internet and email.
· Patient attitude and able to support others whilst they learn a new skill.
· Able to work accurately under instruction and under your own initiative, as appropriate.

· Good communication skills and ability to work in an inclusive way with a diverse group of people.
Responsibilities
· Assist ICT learners to follow the course instructions and encourage their learning
· Seek appropriate support & advice (if in doubt ask)

· Give advance notice of sessions that you can not attend or if you decide to end your period of volunteering.
· Attend support and training sessions as agreed with the Development Manager. 

· Actively support and promote the principle of equal opportunities.
· To follow the processes and procedures of the Burley Lodge Centre.

· To give feedback on your experience of the project.
This role requires volunteers to complete an 

Enhanced Criminal Records Check (CRB)
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