Volunteer Coordinator/House Adviser Internship Placement 
Job Description

The role of Volunteer Coordinator/House Adviser is a 12 month fixed-term internship placement based in Global Volunteer Network’s office in Wellington, New Zealand. 
The Volunteer Coordinator/House Adviser is responsible for administrating assigned volunteer programs and providing live-in support to our New Zealand volunteers. The employee is required to perform the duties listed below. These duties may be modified and updated by the employer from time to time following consultation with the employee. The employee agrees to perform all other reasonable duties and comply with reasonable instructions issued by the employer:

Main Duties:
Volunteer Coordinator 
· Coordination of assigned volunteers and programs, for example, our Treks and Be The Change programs.

· Provide relief cover/administration support to the Volunteer Coordinators as required:
Updating spreadsheets, letters of acceptance, payments, preparing program fees for payment, answering enquiries from volunteers, communicating with partner organizations, etc.


House Adviser for the New Zealand Program 

· The employee will live at the volunteer share house as a support person for our New Zealand program volunteers. This will involve picking volunteers up from the airport; shopping for food once a week; arranging household cleaning/cooking duty rosters, etc.  Liaising with the New Zealand program team staff as necessary.

General administration (as required from time-to-time) 
· Filing

· Database maintenance 

As Volunteer Coordinator/House Adviser you are directly responsible to the Programs Manager.
Position Requirements:
· Be 18 years old or over 

· Be eligible for a New Zealand visa for a minimum period of 12 months (e.g. Working Holiday Visa: http://www.immigration.govt.nz/migrant/stream/work/workingholiday/) 
· Have no major health problems

· Be fluent in English 

· Have good typing and computer skills (Microsoft Word, Excel, and Outlook)

· Possess initiative and enthusiasm with excellent interpersonal skills
· Be easy going and adaptable, able to multi-task and willing to fill in where necessary

· Feel comfortable living in the volunteer share house as House Adviser for the New Zealand program volunteers

· Hold an international driver's license, be able to adapt to driving in New Zealand (driving on the left, and driving a manual/stick transmission), and have a full drivers license without any serious driving convictions.
Hours of work: 

· 40 hours per week, during the hours of 8:30am to 5pm, Monday to Friday; extra hours when necessary for airport pick-ups. Time in lieu (Comp time) is available for times worked outside of normal work hours.
· Four weeks holiday leave per year.

Remuneration:

· A weekly stipend of NZ$400.
· Accommodation and food in a share house with the New Zealand Program volunteers.

The successful applicant is responsible for paying for their flights to/from New Zealand (including related taxes/departure fees), visa, and insurance.

Term of Placement:

This position requires a 12 month minimum commitment and commences on February 28th 2010.
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