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WELCOME TO TWINKLE HOUSE

We are delighted that you have chosen to consider volunteering with us at Twinkle House and want
to ensure that your time spent on our premises is both enjoyable and safe.

Twinkle House is a fully inclusive Centre that welcomes families, children, young people and adults. Our
facilities are accessible to everyone and because of this we can confidently say that we are open to and
welcoming to everyone — with or without any visible or invisible additional needs.

Along with our brilliant facilities Twinkle House also offers practical support to individuals and families
through our sleep services and wellbeing programmes offering a range of activities for adults and
children.

In this Volunteering Pack you will find information about the various Volunteering opportunities
currently available at this time at Twinkle House and an application form can be found with this
pack.

Steps to becoming a Volunteer at Twinkle House

¢ Have an idea regarding what time you can commit to volunteering — whether its once a week, a
fortnight, once a month or involved in our fundraising group — we don’t mind as long we know so we
can make arrangements

Decide what role you are interested in

Complete the enclosed Volunteer Application Form and return it to us

We will contact you to arrange an appointment to visit and discuss your application.

Please feel free to ask as many questions as you need to as we want to ensure that your experience
with us is one that is supportive and positive for you as well as us.

You are always welcome to visit our Centre before completing your Application

Yours sincerely

Twinkle House

Management Team

Email: enquiries@twinklehouse.co.uk
Tel: 01695 455625
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TWINKLE HoUSE

Wellness and Sensory Centre

What volunteering role suits you?

We at Twinkle House promise you that we will provide a 'nurturing' environment where as a
volunteer you can gain confidence, improve and develop new skills as well as sharing your
experience and abilities with us. We value all our volunteers and always strive to ensure
we are meeting your needs and ours by making sure we are a good fit together

Over the past 15 years Twinkle House has provided numerous opportunities for
volunteers. We have supporting a wide range of individuals in gaining specialist skills and
knowledge enabling them to gain future employment, student placements along with
College and University places. Recognizing too the contribution that volunteers have
made to us as an organisation — we gain as much from you as you get from us.

Twinkle House has vacancies for volunteers to assist in the following areas:

- Reception and Administration
- Fundraiser / Social Media/ Marketing / Visual Arts

PLEASE NOTE ALL OUR VOLUNTEERS WOULD BE EXPECTED TO:

* Assist when requested with fundraising activities of the Charity
* Attend any relevant training required
* Respond to requests as required by the Manager

Reception and Administration Support - Role Description supporting reception and
administration

Training in all processes and procedures will be provided

MAIN DUTIES

First Point of Contact tothe organisation at Reception

Receiving visitors to the service

Ensure visitorssigninandoutof VISITORS BOOK on Reception (for Fire Safety)
Register appointments as per our booking system

Answer telephone calls andenquiries tothe Centre, redirect calls where necessary
Assist with the Specialist Resource Library Service

Maintain Daily Cash sheet for sessions, recording any cash taken andreceipts
Maintain Information packs (photocopying, stapling packs together)

General clerical duties

General administrative duties

General cleaning as and whenrequired

Fundraiser / Social Media/ Marketing — Role Descriptions

These role requires people who want to be involved with the promotion and marketing for
the organisation. We are looking for people with skills in social media, marketing and/or
fundraising. We would love to hear from you if you have the time to be part of our
fundraising team responsible for the promotion and development of our services and to
ensure that Twinkle House is as visible as possible not only to our local area but across
West Lancashire and beyond.

We have some essentials for these roles which include:
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e Excellent communication skills |TwlNKLE HoUSE
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Marketing and understanding the need for planning and organisation Welses o s cent
e Administration skills in order to implement and organize a series of events on a calendar
basis
MAIN DUTIES

Arranging events and fundraising activities in aid of Twinkle House

Engaging other people in fundraising activities

Contacting businesses for support and or sponsorship or in kind services

Public speaking and attending events where Twinkle House have received donations
Collecting funds

Sensory, Sleep & Wellbeing:
Volunteer support for our Wellbeing Programme

We are looking for people who want to increase their practical experience to work within our Wellbeing
programme and sleep service to support the sensory awareness sessions we hold for families with children

and young people with sensory processing issues. This would be an ideal opportunity for a student within
the mental health, social care, child development faculties.

We provide student placement opportunities to work within our Sleep Team along with our Wellbeing
programme which offers a range of activities and sessions for both adults, children and parents.
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