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UNA Exchange  
Volunteering in Wales Intern,  
18

th
 January – 16

th
 July 2012  

 

Background to the Volunteering in Wales Intern placement 
 
The Volunteering in Wales Intern is a volunteer post which aims to support UNA Exchange‘s 
Volunteering in Wales at the busiest time of the year. This will be the second year of the placement. 
 
The main role of the Volunteering in Wales Intern will be to support the placement of international 
volunteers coming to Wales, primarily on two-three week workcamps.  
 
As the work will be in English it is essential that the volunteer has an excellent standard of spoken 
and written English. 
 

General Information 
 
Background to UNA Exchange 
 
UNA Exchange is a non-profit organisation with five staff members and many active volunteers. We 
have a very active membership of committed and motivated volunteers who contribute to the life of 
the organisation at all levels. 
 
UNA Exchange aims to: 
 
 promote international understanding through voluntary service 
 encourage young people to encounter and understand different cultures 
 encourage the concept of voluntary service as a force in the search for peace, equality and social 

justice 
 assist in community development 
 provide opportunities for the people of Wales to become aware of other cultures through direct 

contact with people from other countries. 
 
UNA Exchange specialises in international voluntary service, particularly by young people, as a 
means to achieve these aims and the wider ideals of world peace and international understanding. 
 
Working environment 
 
You will be working alongside five members of staff and other regular volunteers. The Volunteering in 
Wales Intern will receive an induction to the role at the beginning of the project. The Volunteering in 
Wales Manager (Helen Wales) will be responsible for support the Intern, setting up a suitable 
programme of work and arranging regular support and supervision sessions.  
 
Working hours 
 
The working hours will generally be between 9.30 and 16.30 from Monday to Friday. During the time 
of your stay there will be a number of evening and residential events organised by UNA Exchange. 
Your role will include supporting some of these events. If they take place during the weekend or after 
your working hours, you will be entitled to take time off during weekdays to make up for this time. 
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Allowance, board and lodging 
 
Accommodation is provided in a self-contained flat in Cardiff, close to the UNA Exchange office 
(around 10 mintues walking distance). All necessary bedroom and kitchen equipment and facilities 
are provided (although there is a microwave but no oven!). The flat is part of a private house so you 
will need to be willing to respect the landlord. You will be living mainly by yourself in the flat but 
occassionally other UNA Exchange volunteers may use the flat too. UNA Exchange will give prior 
notice of this if you are happy to share your accommodation every now and again.  
 
There is likely to be a short period when you will have to vacate the flat; UNA Exchange will arrange 
alternative accommodation during this period. 
 
You will receive £270 a month allowance. This is the allowance that all long-term volutneers in Wales 
receive and should be sufficient for your food and free time expenses, if managed well.  
 
Free time 
 
You will generally be working 9.30am – 16.30pm Monday to Friday (with occassional work at the 
weekends) so there will be plenty of time to explore Cardiff and Wales! You will have plenty of 
opportunities to join other UNA Exchange projects such as the weekend volunteer projects in different 
parts of Wales, trainings and other UNA exchange social events. These events should give you an 
opportunity to meet other volunteers and people in Wales. 
 
The flat is situated about 15 minutes walk from the centre of town so you will also be well placed to 
explore cardiff and to access transport to other parts of Wales where you can explore castles, 
beaches and the living museums of Wales‘s past, walk in the national parks or visit other towns and 
cities. 
 
You will have two days of holiday per month during the placement (12 days in total). 
 
Selection 
 
Applications should be sent via sending organisation to UNA Exchange  
Shorltiested candidates will be interviewed by Skype or telephone. 
 

Volunteering in Wales – Outline of programme 
 
 Approximately 200 volunteers come to Wales every year to give their time to environmental 

and social projects in Welsh communities. 
 In 2011 we hosted sixteen 2-3 week ‘workcamps’ in Wales. 
 All workcamps are led by volunteer leaders who come to a Leaders’ Training event over the 

Easter weekend (5th – 9th April in 2012). 
 Workcamps are set up with local partner organisations who have work that would not 

otherwise be done without the international volunteers. 
 We place international volunteers on projects via a large number of international partner 

organisations similar to UNA Exchange. The busiest period for these applications is April – 
June. 

 Volunteers are recorded on a Summer Placements spreadsheet (Excel). 
 In addition to the programme of projects, UNA Exchange works with partner organisations to 

run extra activities to enrich the Wales programme, such as ‘global community days’ and 
weekend projects (10 in 2011) 

 We also work with local partner organisations to make it possible for people with fewer 
opportunities to volunteer with UNA Exchange. 
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Job Description 
 
Main Role 
 
The purpose of this post is to support the Volunteering in Wales programme, particularly the 
placement of international volunteers coming to Wales. We want someone who will be able to 
administrate these projects so that they run smoothly.  
 
A lot of the work will be office-based but there will be times when the work involves supporting 
trainings and visiting projects. There will also be times when the Intern can choose to participate in 
additional UNA Exchange activities in their own time. The Intern will also be given the chance to 
extend their stay in order to lead a workcamp in Wales. 
 
The planned dates for the placement are Monday 18th January until Friday 16th July 2012. 
However, these dates may alter slightly. 
 
Tasks 
 
General 

 Provide support to the Volunteering in Wales Manager to create a strong programme of 
volunteering projects in Wales in 2012. 

 Assist with telephone and face-to-face enquiries from volunteers. 

 Provide support during and in preparation for UNA Exchange events. 

 Build good relationships with colleagues and volunteers and promote UNA Exchange and its 
values. 

 
Core Work 

 Create Information Packs for volunteers coming to Wales. 

 Place volunteers on projects in Wales (weekend and two-three week projects), maintaining 
databases accurately and keeping track of necessary paperwork (e.g. police checks, confirmation 
emails, arrival sheets etc). 

 Build good working relationships with international partner organisations during the placement 
season (via email). 

 Ensure that necessary information about projects and volunteers is communicated to Leaders and 
Hosts. 

 Communicate with Hosts on practical issues. 

 Coordinate Leaders’ Training (you MUST be available to work over the Easter weekend – 
from Thursday 5th to Monday 9th April 2012 inclusive). 

 Assist with documenting UNA Exchange projects (for example through pictures, videos and case 
studies) and finding effective ways of sharing this evidence. 

 The Intern will also be expected to attend Training for Trainers from Friday 22nd to Sunday 
24th January 2012. 
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Additional tasks  
 
There will be times when the Intern takes part in other work within the organisation, supporting other 
programme areas and more general events. These are likely to include: 
 

 Promoting UNA Exchange at various events 

 Helping to administrate the Volunteering Abroad programme at the busiest times 

 Assisting with fundraising or other events 

 Supporting other activities that arise during the time of the placement 
 
 
We want the Intern to gain useful skills and experience during this placement as well as helping us to 
run a successful programme. Once the Intern has been appointed, he or she will create a final Job 
Description with the Volunteering in Wales Manager. Whilst the core work must always take priority, 
we hope there will also be scope for the Intern to develop their own work that will benefit UNA 
Exchange. This could include: 
 

 Training volunteers 

 Developing fundraising activities within the organisation 

 Mentoring new volunteers/ projects 

 Developing publicity and marketing work 

 Documenting projects using video, photography and writing 
 
You may not know exactly what you’d like to do right now and that’s fine! We want someone who can 
respond to opportunities and develop new ideas, as well as someone who can help with 
administrative tasks.  
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UNA Exchange Volunteering in Wales Intern  
Person Specification 
 

 
 Essential Desirable 
1. Status   
   

a) Ability to work through the medium of English (including 
telephone work)  

  

b) Certificate of Good Conduct (international applicants) or 
Criminal Records Bureau check (UK-based applicants) 

  

c) Full driving licence    

   
   
2. Qualifications & Knowledge   
   
a) Experience of volunteering, preferably on an international or 

intercultural project 

 
 

 

b) Varied travel experience and/ or awareness of other cultures   

c) Experience of using initiative and taking responsibility   
d) Experience of building strong working relationships   
e) Experience of being and working with/supporting volunteers   
f) Experience of producing written/printed materials and 

resources 

  

g) Experience of administrative work   

h) Experience in the voluntary/ NGO sector   

i) Experience of supporting volunteers   

j) Experience of using and Excel spreadsheets   
k) Experience of maintaining websites   

l) Experience of participating in an International Volunteer 
Project (workcamp) 

  

m) Experience of using / editing video or pictures   

 Essential Desirable 
3. Skills & Abilities   
   
a) Strong administrative skills e.g. record keeping, organisation 

of paperwork, keeping track of different deadlines 

  

b) Ability to interact positively and sensitively with a wide range of 
people: young people, people from overseas, etc. 

  

c) Ability to work independently   
d) Ability to organise and prioritise time and work    
e) Flexible and adaptable, willing to work unsociable hours   
f) Understanding of the needs of the voluntary/community sector   

g) Other European languages   

h) Interest in/commitment to the field of international voluntary 
service 

  

 
 
 
 
 
 


