Campaigns, Events and Library Volunteer June 2009
This volunteering role combines work in two areas: campaigns and the library. Apart from that we need help with running the stall at few summer festivals and events.

Time commitment: minimum three days a week, ideally for a minimum of 3 months. Weekend events can be swapped for weekdays in the office.

Role Description

Campaigns
Dealing with written, email and telephone campaigns queries from the general public. Sending out information where necessary.

Sending out campaigns materials and researching opportunities to increase the circulation of materials

Updating and maintaining Campaigns Network contacts on the database.
Sending out welcome packs/ emails to new members of the Campaigns Network.
No slavery, No exceptions campaign support, including processing returned postcards and administration around Action Briefings.
Assisting the Campaigns & Outreach Officer with running information stalls at events.

Additional ad hoc tasks where necessary.
Library 

Cataloguing on computer, labelling and processing information on books.

·
Library related research.

·
Help to publicise Anti-Slavery's library as a resource centre 

·
Answering enquiries from the general public, academics etc. by letter or telephone.

Events
Helping running Anti-Slavery stall at summer festivals including: 

London Mela, Sunday 16th August, Gunnersbury Park (west London) - http://www.londonmela.org/, 

Slavery Remembrance day/ weekend, 22nd-23rd August, Liverpool- http://www.liverpoolmuseums.org.uk/ism/srd/, 

Greenbelt Festival, Friday 28th - Monday 31st August, Cheltenham- http://www.greenbelt.org.uk/,

The Mayor of London Thames Festival, Saturday 12th and Sunday 13th September, London- http://www.thamesfestival.org/ 

Costs of travelling to any events will be covered by Anti-Slavery International
Person Specification:

· Some flexibility over time would be preferable
· Good spoken English and good telephone manner 

· Able to communicate with a wide variety of people

· Able to work on own initiative but also as part of a busy, friendly team

· Organised and methodical – especially re: press cuttings and campaigns administration

· Educated to A-level standard (or equivalent)

· Commitment/interest in human rights issues

· Commitment to equal opportunities

What the post offers the applicant

Practical work experience within a human rights/ voluntary sector environment;

Gaining a general knowledge of the issues that Anti-Slavery is currently working on.

The support that you need to carry out the tasks outlined above;

A fair and reasonable workload, agreed between volunteer and supervising member(s) of staff, in this case the Communications Officer, Gemma Wolfes and the Librarian Jeff Howarth; 
Feedback sessions and a chance to attend in-house training where possible.

What we expect of the applicant

That you observe confidentiality where appropriate

That you observe the general office procedure as outlined in the volunteer handbook

That you give a reliable commitment of your time, especially where you may be required to attend meetings or previously arranged events

That you notify us (preferably beforehand) if for any reason you are unable to come into the office on an agreed volunteering day

That you give a reasonable period of notice before leaving your volunteer post with Anti-Slavery International

Anti-Slavery covers the cost of travel within London area and provides a small lunch allowance for its volunteers.
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