POSITION DESCRIPTION

Position Title: Volunteer Outing Host Date Prepared: 18/07/2024

Reporting to: Team Leader — Customer Positions Reporting: -
Service, Outings & Transport

Position Purpose: To provide a safe, memorable and socially inclusive experience for our outing
participants

Organisational Context:
Chief Executive Officer

Volunteer Manager

Team Leader — Customer Service, Outings & Transport

Volunteer Outing Host

Key Responsibilities:
¢ Chaperoning and supervising individuals on outings; guiding them through the day’s
itinerary and activities
e  Working closely and harmoniously with the Tour Lead, Outing Host Team and Tour Driver

e Hosting, socialising and engaging with clients during outings, creating a fun and interactive
experience

e Ensuring that all passengers are safely fransported during the journey, including providing
general as well as individually tailored assistance if required

e Assisting the Tour Lead in managing passenger-related issues
¢ Conftributing to a positive workplace, aligned to LINK's values and goals

¢ Commitment to following policies and procedures and maintaining quality and safety
standards, while working without direct supervision

e Ofther duties as directed

Limits of Authority:
o Asdirected by Team Leader — Customer Service, Outings & Transport

Licences and Qualifications Required:
We will support you through the process of acquiring the following accreditations:
e Statutory Declaration
o Police Check
e Working with Children Check
e NDIS Worker Exclusion Check
e Current First Aid & CPR
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Work Experience and Skills Required:

Satisfactory completion of regulatory quality checks and screening (see previous section)
Able to respond in accordance with procedures, issues and emergency situations

A sound knowledge, understanding and experience of the specific needs of elderly
persons, marginalised groups, people with disability and CALD background would be
advantageous

Personal Qualities and Behavioural Traits

Compassionate with a high emotional IQ

Good social and interpersonal skills

Communicative and a good listener

Strong observational skills

Flexible, reliable, and patient

Able to work as part of a diverse team

Able to take instruction, as well as constructive feedback

An outfgoing friendly personality, caring aftifude, and the ability to relate to people from all
walks of life

Health and Safety:

Report all hazards, accidents, incidents, injuries, and unsafe work conditions immediately

Comply with any reasonable instructions, policies and procedures provided by
management

Meet the correct licensing, qualification and fraining standards required for the task you're
undertaking

Take care of your own health and safety and take care of your actions to ensure no risk to
the health of other people

Never willfully or recklessly interfere with or misuse anything provided in the workplace
Observe the ‘no smoking' requirements and adhere to the ‘no alcohol and no drugs’ policy

Physical Requirements:

Able to safely carry out all the duties and responsibilities of the role

Other Relevant Information: n/a

Tasks and Responsibilities Key Performance Outcomes

1. Client Safety 1.1 Chaperoning and supervising individuals on outings

1.2 Awareness of safety standards & alert to risks and hazards
(also see item 6).

2. Providing social connection | 2.1 Socialising and engaging with clients to create a fun and

interactive experience

3. Assisting passengers 3.1 Take client attendance and provide hot beverages before

departure

3.2 Assisting clients in and out of vehicles, and with mobility
requirements

3.3 Providing general as well as individually tailored assistance as
required

3.4 Coordinating seafing af venues

3.5 Assisting with lunch orders & refreshments

3.6 Assisting with toilet breaks, as required

4. Confidentiality & Privacy 4.1 Ensuring confidentiality of information is always maintained

5. Effective Communication 5.1 Conducting parficipant surveys
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5.2
53
5.4

Filling in outing feedback form

Participating in pre- and post- trip briefings
Communicating, cooperating and interacting harmoniously
with other outing hosts, tour lead & tour driver

6. Upholding policies & safety
standards

6.1

6.2
6.3

Noting and reporting back to head office with any tour issues
or incidents

Assisting in maintaining a clean & safe vehicle
Maintaining quality and safety standards

Volunteer’s Name:

Volunteer’s Signature: Date:
Manager’s Name:
Manager’s Signature: Date:
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