Furniture Repairs & Refurbishment Trainer
 

Casual worker:    To stand in for the  Furniture Repairs & Refurbishment trainer
 

Hours       . Work days will be negotiated  to cover for the existing full-time employed trainer as and when required. On those days the appointee will be  expected to work from 0900 to 1700.  

 
Address                Richmond Furniture Scheme 

1a Fortescue Avenue, Twickenham, TW2 5LS

Telephone  020 8274 9517

 Responsible to:    A named trustee, 

The appointee will work closely with the Co-ordinator who will be in overall charge of the site.

Duties and Responsibilities

1.      Plan and deliver for trainee placements  part-time training courses on refurbishment and repair of furniture and small-scale building maintenance.  


     The appointee will be expected to offer these short courses to 

· 2 trainees per day  
· Normally these courses last 12 -15 weeks or as agreed by referring agency and agreed by the trustees.
 

2.     Arrange that each new trainee receives appropriate induction 

3.     Maintain a weekly plan of work and training so that volunteers have clear idea as to what is expected of them 
4    Supervise trainees and volunteers, ensuring their health and safety.

5     Assist  trainees to refurbish and dismantle furniture that has been rejected, so as to encourage recycling.

6.     Stack and store wood and fittings from furniture for use in future refurbishment or for collection by recyclers or by other users of the materials.

7.     Train and encourage trainees  to undertake basic building maintenance work. 
8.      Train and encourage trainees to display refurbished furniture for sales display.

9.     Raise awareness of the importance of recycling and where possible encourage the use of recycled materials

10. Keep appropriate and accessible  records of each trainee’s progress, showing  areas of work covered, attendance, punctuality and offering general comments and trainee feed-back. Each trainee should have an individual file in which appropriate records should be kept (see volunteer pack).

11. Instruct volunteers (if any are available)  clarifying  what is expected of them.

12. Ensure that all trainees and volunteers working with you are offered their expenses where these are not being covered by another agency.  All expenses are paid centrally via the co-ordinator. 
13 All expenditure must be approved. Keep a record of expenditure and make claims as per our expenses policy

14. Keep the workshop tidy and safe at all times.    
15. Communicate with nominated supervisor, and other work colleagues as appropriate, to share information and discuss matters arising, materials needed, training required and any other matters arising.
Other Requirements
The appointee will be expected to:

· work co-operatively and sympathetically with the co-ordinator, other volunteers, and contract workers

· keep records of all furniture repaired / refurbished and all building  maintenance work completed 

· undertake small-scale building-maintenance work

· observe the Scheme’s policy on equal opportunities and diversity

· observe the Scheme’s policy and work procedure documents

· perform other tasks and take responsibilities as required by the trustees or coordinator which are compatible with the post.

