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Guide to Volunteering Opportunities at the NAT
The National AIDS Trust (NAT) is the UK’s leading independent policy and campaigning charity dedicated to transforming society’s response to HIV.  The work of volunteers is vital to us achieving our goals.  At NAT we are committed to ensuring that the time you donate and the skills you have, or want, to develop are used where they are most effective, whilst at the same time making sure that you get the most out of your experience at NAT.  

Volunteering with NAT:

There are several different ways in which you can volunteer at NAT, and you can choose from: 
1) Casual Volunteer:  helping us with general tasks on a one-off or occasional basis, e.g. assisting with big-mail-outs, database maintenance, packing red ribbons, helping with admin duties, conducting mini research projects, during your hours of availability. 
2) Regular part-time Volunteer: Volunteering with us on a long-term basis for more 

than three hours a week, at an agreed time.  Tasks could include helping with an ongoing research project, providing admin support for our staff or assisting in developing and distributing NAT resources.

3) Full-time short-term Volunteer: Volunteering full-time for a fixed period on a

work experience placement or internship.  You would be working on major NAT projects, for example helping to organise conferences or helping to research and write NAT resources.  We always conduct a recruitment process for our internship positions, and these are planned a long way in advance. 
What type of work are you interested in?

There are opportunities for volunteers to get involved in all of the different areas of NAT’s work and to provide support for the different teams that make up our organisation at NAT.  We have highlighted examples of some of the work each team does and the type of help needed below.

Policy and Campaigning:

The Policy Team leads our work to help people living with HIV in the UK by researching key issues, gathering evidence, identifying solutions, informing and educating decision-makers and campaigning for change.  

The Policy team often needs volunteers to help with the following tasks:

· Small research projects 
· Conference planning 

· Inputting data and analysis 

· Surveys 

· Event support
Fundraising:

· The Fundraising Team raises money from the general public, corporate supporters and Trusts and Foundations to support NAT’s valuable work.  The team provides support for our individual and community fundraisers and sends out collection boxes and other fundraising and awareness-raising materials.  
· The busiest time for NAT as an organisation is during the build up to World AIDS Day on 1 December.  Prior to the big day, our Fundraising Team is always looking for help packing and distributing collection boxes and red ribbon materials, as well as general organisational support.  Throughout the year we also have various fundraising events, which require more ad hoc support. 
· Our Fundraisers are central to NAT’s finance and resources, and so making sure that we have the right volunteers to implement our careful planning is vital in order to meet our fundraising targets. 

In general, the Fundraising Team needs volunteers to help with the following tasks:

· Processing requests for fundraising materials

· Putting together and sending out fundraising packs

· Updating fundraising data

Communications:

The Communications team helps to raise awareness of HIV in the UK and NAT’s work mainly through the media and through the NAT website.  As an integral part of our Policy & Campaigns Team, our Communications department is key in disseminating our latest ideas and publications, and ensuring that our ideas and policies are clearly conveyed to the public without being manipulated in order to sensationalise a story. The team challenges complacency and stigma surrounding HIV in the media and brings people together through events such as World AIDS Day.

The Communications team often needs volunteers to help with the following tasks:

· Helping to contact the media with key stories and issues

· Writing content and developing resources for NAT’s website 

· Responding to enquiries from the general public

· Assisting the team with research

Admin:

The administration team at NAT carries out key admin tasks such as covering reception, sorting post and answering a large variety of enquiries from the public.  The Admin team offers administrative support to all of the other teams and helps to ensure that the office operates effectively.

The Administration team needs volunteers to help with the following tasks:

· Data processing

· Desk-based research

· Distributing resources and mail outs 

· Updating databases
· Helping to produce responses that can be used for public enquiries. 

Finance:

The Finance team takes care of the finances of the entire organisation. 

The Finance team often needs volunteers to help with the following tasks:

· Assisting with basic administration i.e. filing, preparing bank paying in slips
· Assisting with sales and purchase ledger processing

· Credit control

· Assisting with nominal account reconciliations
Trading company:

NAT’s trading company is the UK’s leading supplier of HIV awareness-raising materials, red ribbons and other HIV resources. 

The Trading company often needs volunteers in the build up to World AIDS Day to help with the following tasks:

· Processing and packing orders

· Helping with mail-outs to prospective customers

· Preparing products for distribution 

What next?

· Decide on the level of commitment that you want to make? (1, 2 or 3) 

· Decide on the type of work you would like to get involved in.
· Complete the Volunteer Application form – 
· Please specify the team that you would like to help, the experience you have in doing this sort of work (if any), and your interest in why you would like to help this specific team.  
· Please also state your availability, as this is vital to our admin staff when trying to pair up certain projects with appropriate volunteers. 

· Once we receive your completed form we will get in touch with you to discuss your application and let you know what opportunities are available.
We would like to take this opportunity to thank you for your interest in volunteering at NAT – we really do rely on our volunteers, so we very much appreciate your help!












