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Arun Sunshine Group  - Volunteer – Role Description

Purpose of the Role:

To support the Project Leader in organising and facilitating meetings with members, ensuring they are inclusive, effective, and reflect ASG’s mission to engage its members.

Key Responsibilities:

· Assist in planning and organising regular member meetings (online and/or in person).

· Send out meeting invites, reminders, and relevant documents.

· Welcome attendees and help with sign-in or check-in on the day.

· Take notes or minutes during meetings (if required).

· Support members in participating—help with technology, translation, accessibility, etc.

· Help gather feedback from members after meetings.

· Ensure the meeting environment is respectful, inclusive, and productive.

· Communicate any concerns or suggestions to the charity staff or trustee board.

Skills & Qualities Needed:

· Friendly and approachable.

· Good organisational and communication skills.

· Comfortable with basic technology.
· Reliable and able to work independently.

· Respectful of confidentiality and boundaries.

· A commitment to the ASG’s values and inclusion.

Time Commitment:

· Approx. 4 hours per meeting (we understand that attending all meetings is difficult, so please liaise with Project Leader as to which ones you can attend).

· Some flexibility required around scheduled meetings.



Support & Supervision:

· Training provided on meeting procedures and tools.

· Ongoing support from Project Leader, other staff/ volunteers or Trustee.



Benefits to the Volunteer:

· Gain experience in community engagement and event coordination.

· Meet new people and build confidence in group settings.

· Make a meaningful contribution to ASG’s work.

Purpose of the Role:

To support Arun Sunshine Group in organising and facilitating meetings with members, ensuring they are inclusive, effective, and reflect ASG’s mission to engage its community.

Key Responsibilities:

· Assist in planning and organising of member meetings (online and/or in person).

· Send out meeting invites, reminders, and relevant documents.

· Welcome attendees and help with sign-in or check-in on the day.

· Take notes or minutes during meetings (if required).

· Support members in participating—help with technology, translation, accessibility, etc.

· Help gather feedback from members after meetings.

· Ensure the meeting environment is respectful, inclusive, and productive.

· Communicate any concerns or suggestions to the charity staff or trustee board.

Skills & Qualities Needed:

· Friendly and approachable.

· Good organisational and communication skills.

· Comfortable with basic technology (email, Zoom, etc.).

· Reliable and able to work independently.

· Respectful of confidentiality and boundaries.

· A commitment to the charity’s values and inclusion.

Time Commitment:

· Approx. 2–4 hours per month (depending on meeting frequency).

· Some flexibility required around scheduled meetings.

Support & Supervision:

· Training provided on meeting procedures and tools.

· Ongoing support from a named staff member or trustee.

Benefits to the Volunteer:

· Gain experience in community engagement and event coordination.

· Meet new people and build confidence in group settings.

· Make a meaningful contribution to the charity’s work.
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