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   Building Community, Changing Lives 

         …Together, WE make a difference



Volunteer Position Description: CLLS Facilitator/Trainer

Purpose of the Position
To support excellence in non-profit governance by offering skills-development workshops, group facilitation and/or consulting services to community based not-profit organizations using materials provided by Community Leadership and Learning Services.  This volunteer position will assist voluntary sector organizations to build leadership, strong boards of directors and governance skills to strengthen the internal capacity to manage organization operations and activities effectively and efficiently. 

This volunteer position works in partnership with the Director of Community Leadership and Learning Services of the United Way of Peterborough & District. 

Principle Duties and Responsibilities

1. To use the Board Basics Manual to deliver open workshops closed workshops, and the management assistance program.
2. Prepare for the workshop, facilitation or consultation session by becoming familiar with the Board Basics manual, handout materials and any background readings.

3. Prepare for the delivery of sessions with agencies by discussing needs with agency representatives and co-trainer (if applicable) well in advance of the session (called pre-planning meeting).
4. To facilitate various consultative services such as strategic planning, team building, conflict resolution, etc.

5. To compile any written documents resulting from the above services. 
6. To communicate results and issues to the Director of Community Leadership and Learning Services in a timely manner; including the return of completed evaluation forms and required follow up with the agency. 
7. Participate in ongoing training and development for CLLS Facilitator/Trainers. 
8. Learn the content and delivery techniques for each workshop/session to be presented.

Knowledge, Skills and Abilities Required

1. Experience with or knowledge of the principles of effective Board governance.

2. Understanding of the principles of adult learning and previous experience as an Adult Educator.
3. Proven presentation and facilitation skills including the ability to facilitate a wide variety of sessions from one hour workshops to strategic planning sessions.
4. Utilization of facilitation methods that support positive group dynamics and learning.
5. Effective communicator and listener. 
6. Values all group members and contributions.

7. Belief in and support of the United Way of Peterborough and District. 

Parameters

1. Participate in and preparation for the Train the Trainer Institute.

2. Openness to deliver other types of sessions such as full day, 1/2 day, community wide workshops, individualized sessions, group facilitation and consulting services if deemed appropriate.
3. Take part in and assist in program evaluation and design of new            materials.

4. Willingness to attend  and take part in quarterly Skills Booster Sessions as part of the Community Leadership and Learning Services team.

5. Volunteer trainers must be able to access a vehicle, possess a valid driver’s license and adequate insurance coverage.  Since Volunteers are reimbursed for expenses when sessions occur outside of their County, they are required to inform their own insurance company of their volunteer driving activity to ensure continuance of protection.
Term 
Commit for 2 years and over that period deliver up to 6 workshops and or 2 management assistance programs.
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