Event Volunteer role description

Take Shelter is the volunteer-led charity which runs the only school air raid shelter open to the
public in the south. We run a busy schools and community programme which welcomes more
than 4000 people each year. Access to the shelter is through guided tours of groups of no more
than 10 people at the time. In addition to the guided shelter tours we run wartime themed
activities in our wartime themed museum space and are fortunate to have a number of veteran
volunteers, who were all children during the war, sharing their first-hand experiences. On our

community days we also run a gift shop and Team Room.

As a volunteer led organisation we could not deliver either our schools or community

programme without the support, skills and dedication of our volunteers.

What will | be doing?
You will be working as part of a team of volunteers to help us set up, run and take down our monthly

community open days and/or larger events weekends.

For the monthly community open days you will be helping with tasks including setting up the Tea
Room, wartime museum or shop. While the open days are running you will be helping with tasks such

as helping in the Tea Room, running the shop, chatting to visitors in our wartime museum.

For our larger event weekends you will be helping with setting up which includes setting up the
games for our vintage fair stalls, setting up our wartime hands-on activities, putting up signage and
other similar tasks. During the events you will be helping to run stalls and activities, chatting with

visitors, and generally helping the event to run smoothly.

Key tasks:

e Help with the setting up and/or running and/or taking down of our community events
programme

e Provide a friendly greeting and introduction to Take Shelter to all visitors as appropriate if
helping with the running of the event

e Answer enquiries in a friendly and helpful manner and be friendly and approachable to all
visitors if helping with the running of the event

e Direct visitors to the other activities available on the day of their visit

e Recognise and respond to the specific needs of all our visitors



e Inform the Chair of Take Shelter / Office Manager of any problems or issues arising from your
tour

e Assist with the evacuation of visitors in an emergency situation

Where will | be based?

You will be based at Downs Junior School on Ditchling Road, Brighton. BN1 6ED. Access to the school
during the week is via the entrance on Rugby Road. At the weekends access is via the gate on Ditchling

Road. The air raid shelter is located underneath the top playground.

How much time will | be expected to give?
When setting up events we are looking for a couple of hours either on the night before the event or in

the morning before the event starts. The time requirements are similar for the take down of events.

For helping to run events for the monthly community open days we ask for a couple of hours. For our
larger weekend events we run two shifts: 11.45am -2.15pm or 1.45pm —-4.15pm. You can choose
which elements of the event programme you would like to be involved in from setting up, helping to

run events and taking down. You are welcome to help with just element or more.

What skills, qualities and experience do | need?
No experience or qualifications are necessary as this is a good opportunity to gain new skills. However
this role would suit people who:
e Are welcoming, approachable and helpful
e Have good presentation and communication skills, willing to share information with visitors
without being asked
e Be comfortable talking and working with children
e Are proactive with a positive nature and an interest in providing an excellent visitor experience
e Enthusiastic and interested to learn about the project and life in wartime Brighton
o Reliable, well-presented, friendly and polite
e Comfortable working as part of a team; supporting other volunteers

e Are able to work with and without supervision

What support and training will l receive?

All volunteers will receive a welcome training session which includes an introductory tour of the
shelter. New volunteers will receive training from an experienced tour guide and will have the
opportunity to shadow others before being asked to lead their own tours. It is also possible to be
‘buddied’ with an existing tour guide who can support you on your first tours. Direct supervision and

support will be provided by our Office Manager / member of our management team.



What will Take Shelter expect from me?

e To be the friendly welcome to Take Shelter and deliver excellent customer service

e Tobereliable in attendance and dependable; to be on-site at least ten minutes before the start
time of your first tour

e Maintain good working relationships with other volunteers and visitors

e Assist with the training of new volunteers

e Undertake appropriate training and attend volunteer meetings

e Represent Take Shelter in a positive manner at all times

e Be fully conversant with fire and emergency evacuation procedures which includes attending
evacuation training at least once per year

e Observe the Museum’s policy and procedures

What can | expect from Take Shelter?
e Awelcoming and enjoyable experience
e The opportunity to learn and develop new skills and experience
e To be treated fairly and with respect
e To become part of a friendly, motivated and dedicated team
e Recognition and appreciation for your contribution
e The opportunity to meet people from all walks of life and make new friends
e Satisfaction of giving back to the community; promoting the work of the Museum

e (Gainvaluable experience to enhance your CV and job applications



