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National Benevolent Fund for the Aged

Role Description for a Volunteer Holiday Courier 

	Volunteer Opportunity:


	UK Holiday Courier 

	Reporting to:
	Chief Executive/Duty Officer - National Office, 32 Buckingham Palace Road, London, SW1W 0RE



	Based at:
	UK seaside destination for 6 days in spring or autumn 


	Key Purpose of role 
	Working in a team, the couriers ensure that planned activities and excursions are managed and provide support for holiday makers who may require it.


NBFA provides holidays for older people who live on a low income and are generally mobile and independent. Like all holiday makers, they occasionally require some support or practical assistance. But the emphasis is on ensuring that the activities are planned and well managed and that NBFA holidays are fun!

Older people who have a holiday with NBFA often live alone, are recovering from illness or bereavement and may not have had a holiday for many years. An NBFA holiday is the opportunity for a change of scene, to make new friends and to try new activities. 

Each holiday is to a UK holiday resort and includes coach travel from a local pick up point, meals, accommodation, entertainment and some outings. Normally each holiday consists of between 100-150 older people. Some holiday-makers will already know people; others will be travelling on their own. 

Holiday-makers stay in comfortable hotel rooms with en-suite shower or bath, colour TV and coffee and tea making facilities. They have the choice to share with a friend or apply for a private room if they do so require. Breakfast and dinner are provided and there is a wide choice of menu at both. Evening entertainment consists of music and/or dancing most evenings and bingo is played regularly.
Volunteer holiday couriers are the public face of NBFA whilst our guests are on holiday. This will require being on-call 24/7 on a rota basis to provide assistance should it be needed. Volunteers are supported by NBFA staff and full training will be given which will include a first aid course if a volunteer does not have up to date certification. Volunteer couriers are not required to undertake personal care tasks for holiday-makers.
Ideally, volunteers will have some experience of working with older people, but good organisational skills, relationship building capabilities and energy are more important. Good communication skills and the ability to speak to large groups of people are essential.
Main Responsibilities:
· Ensuring that the planned programme of excursions and activities runs smoothly by managing the booking lists and providing clear information on departure/arrival times and costs if applicable. 
· Being prepared to accompany holiday makers to hospitals or surgeries in either emergency situations or as needed. Occasional liaison with relatives may be required.

· Being approachable and establishing guest relations, whilst always having a professional manner and never creating individual dependencies.

· Being prepared to intervene in situations with holiday makers if they are not coping with activities or other holiday makers. Being available to spend time with holiday makers and as far as possible ensure they are having a positive experience.

· Presenting the welcome talk. Be prepared to take part in the evening entertainment by calling the bingo, judging the fancy dress and drawing the raffle.
· Preparing confidential incident reports as required. Managing petty cash and floats for bingo, raffles and any other expenses as required. 

· To carry out any other duties as are commensurate with the job purpose and ensure that all functions are carried out with due regard to the NBFA’s Equal Opportunities Policy and other policies and practices.

Person Specification:

Essential:
· Excellent verbal communication skills, able to engage and build relationships with a wide range of guests from all walks of life.
· Able to work in a small team and be of a dynamic nature.

· Able to work within a structured programme of events, with the possibility of changes and being able to adapt and work with those changes effectively.
· A positive attitude that is able to listen to team mates and add to discussions for the benefit of guest holidays.
· Ability to work flexibly and be on call for at least one full night of the holiday.

· Ability to demonstrate empathy towards our client groups and the knowledge of the aims and philosophy of the NBFA.

Desirable: 

· Experience of working in the voluntary sector, especially that with older people.
· Passion for developmental growth of the NBFA through regionalisation, awareness building and public speaking.
· Some understanding of PR, marketing and fundraising.
· Experience of creating presentations with PowerPoint, computer savvy and project management skills.
All volunteers will be required to undertake a Criminal Records Bureau check.
