
 
	  
 
Volunteer Job Description: Take Time Out Assistants 
 

Location 
111 Franklin Street, Adelaide & out in the field at a 

variety of indoor & outdoor sites, as required 

Start date ASAP and definitely before 1 Feb 2016 

End date (if relevant) 
30 April 2016 (but may extend into the first week of 

May) 

Hours/days per week (if 

applicable) 

2-3 days per week 

Up to 6 hrs per day 

Reports to Alex Gaut & Kathy Whitta 

Role or project overview  

and purpose 

The ‘Take Time Out’ project is aimed at people with 

disadvantage. We have developed a series of activity 

programs to increase their wellbeing and quality of life, 

mainly by escorting them on nature-based activities. 

Each activity is undertaken in groups up to 20 people 

and will be accompanied by at least one Conservation 

SA staff member (either Alex or Kathy) and a volunteer 

assistant. 

Key duties 

Accompany a number of groups on a variety of activity 

days, including museum visits, ten-pin bowling, an 

Aboriginal cultural day, bushwalking, a day at the beach 

and an environmental volunteering day. You may also 

be asked to assist with the opening workshops for each 

group. 

Skills, experience and 

attributes 

• Punctuality (as we will be taking public transport, for 

which we will pay) 

• Friendly, easy-going, compassionate 

• Safety conscious 

• If you have any experience working with migrants or 

refugees that would be an advantage 



Training requirements 
None (although if you have First Aid training, that would 

potentially be useful) 

Benefits for the volunteer 

You get to go on a series of free trips and have fun! 

We will provide: 

-‐ The cost of public transport to each site 

(although you need to make your own way to the 

CBD, where we will meet the groups) 

-‐ The cost of any entrance fees 

Other requirements: 

You will get an induction to Conservation SA by either 

Alex or Kathy. You will need to bring your own water 

and lunch, and if going outdoors you will be responsible 

for being sunsmart. 

Date 13 January 2016 

 
    
  Conservation SA volunteers have a responsibility to learn about the work of 

Conservation SA and how their job fits within the organisation. This will be assisted by 
the provision of an orientation session from the relevant key contact person.  

 
Responsibilities of Volunteers at Conservation SA 
Conservation SA volunteers are required to: 
 
• make a regular commitment of time to the organization 
• notify Conservation SA if your commitment cannot be met 
• be prepared and able to perform the role for which you have volunteered 
• respect the confidential nature of some aspects of Conservation SA’s work and act 

in an honest and responsible manner 
• show respect and courtesy to fellow volunteers and paid staff 
• represent Conservation SA in a positive and professional manner when undertaking 

work for the organization, rather than your personal opinions, views and standards 
• seek assistance when needed 
• abide by the policies and procedures of Conservation SA as defined in the HR 

Manual and explained by relevant paid members of staff 
• adhere to all relevant laws, regulations and codes of practice that relate to the 

specific area(s) of volunteer activity 
• be aware of other workers’ workloads and spaces 
• keep relevant staff member(s) appraised of progress on tasks assigned 

 
 
 
 
 



Rights of Volunteers at Conservation SA 
To carry out their work effectively, Conservation SA volunteers have a right to: 
 
• receive adequate information as required to effectively and safely carry out their 

duties 
• be provided with orientation / introduction information on the duties and 

responsibilities expected and to understand why they are doing a task and how it 
fits into the organisation objectives 
• information about the project / task to which they have been assigned 
• provided with sufficient training to enable them to do their job 
• on the job supervision provided by a designated staff member 
• work in a safe and healthy environment 
• have their details kept in a confidential manner 
• be provided with facilities and equipment to enable them to carry out their duties 
• reimbursement of out of pocket expenses with prior agreement of supervisor 
• be adequately insured 
• have access to a grievance disputes, disciplinary, termination, appeals and 

resignation and appointment procedures as outlined in the Conservation SA HR 
Manual 
• receive a reference that documents their activities and responsibilities 
• participate in scoping their duties via consultation by paid staff on matters directly 

affecting them and the work they do 


