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Volunteer role description: Arts Development Volunteer
Thank you for agreeing to volunteer for Cartwheel Arts.
The focus of this role is to support the work of the Development Manager and is a good opportunity for somebody interested in gaining experience in arts administration and development. 

We are ideally looking for two volunteers who can each do one day per week. All the staff at Cartwheel work part time so the volunteers will need to be available on Wednesdays or Thursdays on a weekly basis. There may be some ad hoc delivery sessions that will take place out of these hours. 

The main focus of the role is:

· Supporting with funding applications: research, consultation, proof reading etc

· Supporting projects and events

· Creating / researching content for website and social media channels

· Getting Cartwheel ready for the General Data Protection Regulations (GDPR)
· Helping to prepare for Board meetings 

· Office reorganisation 

· Supporting our Impact Report

Other volunteer duties will include:
· Supporting projects and events

· General admin help: word processing, taking minutes

· Writing updates on the volunteer blog

· Taking part in meetings

· Attending training

We want all of our volunteers to have an enjoyable and rewarding experience so if there are any tasks that you would prefer not to complete, or identify something that you would like to do more of then please talk to your line manager. 
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