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Arthritis Care Volunteer Role Description

POLICY & CAMPAIGNS VOLUNTEER

	Volunteer Position:
	Policy & Campaigns Volunteer

	
	

	Responsible to:
	Head of Policy & Campaigns 

	
	

	Expenses:


	Travel expenses (up to Transport for London Zone 6) and lunch up to £5.

	
	

	Purpose of Role:
	To assist the Policy & Campaigns Team with mainly administrative duties, with substantial scope for involvement in delivering policy & campaigns work

	
	

	Responsibilities:
	· Parliamentary and media monitoring
· Producing digests of relevant policy issues

· Compiling and maintaining databases

· Assisting in delivering events and campaigning actions
· Assisting with internal communications

· Correspondence

· General administrative duties



	
	

	Your activities may include:
	· Profiling politicians and key contacts
· Compiling information about health services and health bodies

· Producing regular parliamentary and policy digests
· Managing our database of local campaigners
· Responding to external queries

· Other, depending on team needs



	
	

	Estimated hours:
	3 days a week 

	
	

	Based in:
	Central office (near Euston station, London)

	
	

	Skills/Knowledge:


	· Commitment to Arthritis Care’s Vision and Mission (E)

· An interest in policy and/or advocacy and/or campaigns work (E)

· Good IT / Microsoft Office skills (E)

· A flexible attitude to work tasks. (E)

· Commitment to confidentiality (E)

· Some knowledge of the health sector (D)

·    Some knowledge of the UK government and the Parliamentary process (D)

· Experience of compiling and using databases (D)

· Some experience of campaigns work (D)

· Able to communicate effectively by telephone and in writing. (D)

· An understanding of arthritis in the context of a wider disability and social environment. (D)



	
	

	Other
	· Ability to start immediately
· Willingness to work flexible days

	
	


E - Essential 

D - Desirable 

To apply, please send a CV and covering letter/email to Federico Moscogiuri, Head of Policy & Campaigns, at Campaigns@arthritiscare.org.uk 
Deadline: Tuesday 3 January 2012
