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VOLUNTEER ROLE description
Role Title:


Administration Volunteer Worker

Responsible to:

insert here
PURPOSE OR OBJECTIVE
Volunteers are an essential part of our organisation as you provide real insight into the communities we serve and help us to ensure we build the right connections with these communities. Volunteers are integral to the day to day running of the organisation and without them, we wouldn’t exist. By volunteering with us, you can help to continue to make a difference in your local area.
TASKS
This is an exciting and varied role and will require the candidate to act as the face of the organisation, greeting clients as they enter the building and dealing with enquiries in a friendly and professional manner. Other tasks may include, but are not limited to:
· Answering the telephone

· Inputting client details onto our systems

· Keeping appointment diaries

· Managing room bookings

· Responding to general enquiries in person, on the phone, and over email

· Creating a monthly update newsletter

· Filing, photocopying, shredding, and other basic administration tasks

KEY SKILLS, EXPERIENCE AND QUALITIES

Previous administration experience is not required. However,the following skills would be useful:

· Multi-tasking & excellent organisation skills
· Good communication skills, able to communicate with all levels of staff and management

· Good timekeeping skills

· A good understanding and level of experience using Microsoft Office and Outlook

· Team work is encouraged however the ideal candidate will be able to work confidently on their own
· Add here

TRAINING

Administration volunteers will undergo training in using in-house data input systems. Due to the nature of the organisation, volunteers will also undergo in-house safeguarding of vulnerable adults training. 
A variety of training courses that are not related to the role are also available, should you wish to go on these courses.

TIME COMMITMENT INVOLVED
Ideally, volunteers will commit to a minimum of (insert) months commitment from our volunteers, and ideally volunteers would be able to volunteer on the same day and time each week.
Insert details of when the role is available, and if there is any flexibility with days and times, and whether there are set shifts, eg. Half-day, full-day, number of hours, etc.
Eg. Admin volunteers are needed Monday to Thursday and between the hours of 10am and 4pm. We ask that volunteers commit to a mimum of one 3 hour shift, which can take place at any point during the above times.
LOCATION

Insert details of location(s) where the volunteering can take place, and whether there will be any requirements to volunteer over more than one localtion.
It may also be useful to provide details of bus routes, nearest train station, etc. to illustrate how volunteers can get there.
SUPERVISION

You will be directly supervised by the (insert role of paid worker or volunteer who will be providing supervision for this role) and should report to them if you have any questions or concerns.
BENEFITS

This is a great opportunity to develop new and existing administration and office skills, make new friends and meet new people every day. 
EXPENSES
Travel expenses are paid (45p per mile for petrol, full reimbursement for public transport). Lunch will be provided/ reimbursed to the amount of £…
OTHER

Insert any other relevant information here

