
Volunteer Role Description
Secretary to Director of Scotland
Purpose: 

· To provide administrative support to the Director for Scotland.
Activities:


· to collect monthly statistical returns and reports prisons submitted by Shannon Trust Representatives; 
· to take responsibility for the administration of quarterly area meetings to include arranging dates and venues, distributing agendas, and taking and distributing minutes;
· to assist with the administrative aspects of inducting new Representatives;
· to send Head Office minutes of meetings, notification of forthcoming quarterly meetings, and any changes within the team;
· Notify Director for Scotland of any changes to volunteers and prison staff contact details. 

Qualifications
This role requires no formal qualifications.  You need to:
· be committed to the value of peer-mentoring with Toe by Toe for offenders; 
· be a competent user of Microsoft Office and e-mail;
· have access to a computer;
· be familiar with the structure of formal meetings;
· have the ability to take minutes that provide a true and accurate meeting record.
The hours you work are flexible though you will need to be available during week to attend four quarterly meetings per year. The time commitment will vary from month to month but is typically half a day to one day a week.  
Location
You will work from home but you will need to attend quarterly meetings.
Supervision
Your main source of support and advice will the Director for Scotland.
Benefits
The Shannon Trust will cover your travel expenses and insurance costs.  You will receive a regular Shannon Trust newsletter and you will be invited to at least one seminar a year.  
Indicators of Success
· the number of prisons which are effectively supported to run the reading plan.

· the effectiveness of your team in producing prison meeting reports and monthly statistics on Toe by Toe activity.

· efficiently and effectively produced quarterly minutes.







