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My Working Day as a: Placement Advisor

Organisation: Kaya Responsible Travel

Type of organisation: Volunteering Abroad

Subject of study: BA Geography

Job title: Placement Advisor

In which country are you currently working?: UK

What does your job involve?: 

My job role working for Kaya is varied. As it is a small social enterprise, we all get stuck in and are trained in most areas of the business. It is an unusual organisation to work for, as whilst I am based in Manchester, I talk daily to our team in the Philippines and also our project coordinators around the world on email and through Skype. 

My main job role is to answer enquiries about volunteering abroad by email and telephone and also at events and fairs where Kaya often have a stand to talk about our opportunities. This means that I do get out of the office quite a lot visiting universities and other events.

Other responsibilities include promoting what we do through social media, blogs, website management and updates, PR releases, developing material useful for volunteers, organising events and liaising with other relevant organisations or careers services. 


My typical day: 

I arrive into the office at 9:30am to be greeted by my 3 other colleagues which work in our Manchester office. 

Log on to my computer and open my emails, usually to find a large quantity of emails to go through from various people. Before getting lost in those I tend to jot down my daily plan in my note book to get organised.
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I spend around the first 1-2 hours of the day answering emails and dealing with any urgent matters involving volunteers and project coordinators. 

As a team we sit down a few mornings a week to go through our status report. We update this frequently as it allows us to see who is responsible for which tasks for the week. This meeting is also done over a Skype call to our other team in the Philippines.

I take 30mins to an hour for lunch and usually the afternoons are taken up by telephone and email enquiries. On a quieter afternoon, I would get on with other work such as finding fairs to attend, website updates, writing the monthly newsletter or writing material for volunteers.

This is a typical day in the office. But on days when I attend fairs, they are very different and involve travelling around the country and talking to lots of people about volunteering!


Three things that I like about my job: 

(1): I love that my role involves promoting something which I am passionate about: volunteering and travelling abroad.

(2): It can be very satisfying and rewarding when I help somebody find the perfect volunteer placement for them and they give great feedback on their return.

(3): I enjoy travelling around the country and talking to new people about Kaya and inspiring them about volunteering abroad.


Three things that I'm not quite so keen on:

(1): With most office jobs and especially with small organisations, you always have to do some admin tasks such as printing, scanning and data entry. These can be laborious tasks, but are essential.


Key points in my career development to date: 

I gained employment with Kaya Responsible Travel through the Manchester Graduate Internship Programme in 2010.

Tips or advice for those looking for jobs: 
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