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Thank you so much for considering starting your volunteer journey with Pregnant Then Screwed. Your dedication will

help us to continue to support the lives of working parents across the country.

To apply for the role please take a look at the Role Description and Person Specification below. If it sounds like the
right volunteer role for you please email sumaiya@pregnantthenscrewed.com with a one page cover letter explaining

why you'd be a fab addition to our awesome team of volunteers, along with your most recent CV. We'd appreciate if you

could also complete our Equality & Diversity form linked here, once you've submitted your application.

What you can expect from the volunteer recruitment process:

e Applications will be considered on a rolling basis and will close once the position has been filled.
e We will arrange a short 1:1 chat with one of the PTS team

e Once all the paperwork has been returned we will get you onboarded and give you a start date


https://pregnantthenscrewed.typeform.com/to/fOUhZQ4v

Role Description

Role Title Mentor Programme Administrator

Location Home-based

Reporting To Support Services Administrator

Time Commitment Minimum of 3 hours per week, as mutually agreed upon with PTS.

A commitment to volunteer with us for at least 6 months - dependant on individual
circumstances, e.g. we would welcome a discussion with applicants who are due to go on
maternity/paternity leave and can flex their 6 month commitment around their periods of

leave.

Additional time may be required for periodic training sessions or team meetings.

Main Role Purpose The Mentor Programme Administrator plays a vital role in managing relationships with our

Mentors and matching mentors and mentees under the programme.

Key Responsibilities Administration of the mentor Programme, i.e.

Monitor the mentor inbox daily
Contact mentees, providing initial emotional support and reassurance
Share resources and help them to access support from partner agencies

Manage relationships with mentors and support them where needed

Maitch the right mentors with mentees
Share Knowledge and Resources, i.e.

e Utilise available resources and training to provide accurate and up-to-date
information to individuals seeking assistance.
e Direct individuals to relevant resources, support networks, and organisations that can

provide further assistance.
Demonstrate Empathy and Professionalism:

e Display empathy and active listening skills, acknowledging the challenges faced by
women going through a tribunal or grievance process and providing a supportive
and non-judgmental environment.

e Maintain professionalism in all interactions, adhering to the organisation's guidelines

and policies regarding appropriate conduct and language.
Maintain Confidentiality:

e Respect and maintain the confidentiality of all individuals who seek support, ensuring

that their personal information remains secure and protected.



e Adhere to PTS's policies and procedures regarding data privacy and confidentiality.

Documentation and Reporting:

e Accurately record and document interactions with individuals, ensuring that essential
details and inquiries are captured in PTS's systems or databases.

e Provide periodic reports to the Support Services Administrator on the nature of

Essential e Strong understanding of the legal employment tribunal process and ACAS
Skills/Qualification e Excellent communication skills, including the ability to convey information clearly and
concisely.

Empathy, active listening skills, and the ability to provide non-judgmental support.
Ability to maintain confidentiality and handle sensitive information with discretion.
Reliable and committed to volunteering for a minimum of 3 hours per week.

Comfortable using technology, including phone systems and email platforms.

Desirahle A parent

Skills/Qualification o Lived experience of maternity/paternity /pregnancy discrimination

e Have been through a grievance/tribunal process



