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Volunteer Role Profile

Administration
3 hours a week

Main Purpose of Volunteer Role

To assist with general office administration, including:

· Assist in covering reception, and answering the telephone
· Incoming and outgoing mail

· Generating mail-outs and envelope stuffing

· Preparing correspondence to be sent in response to enquiries

· Updating database systems as required

· Filing, photocopying and shredding
Skills and Abilities Required

· Good IT skills, preferably including Window and MS Office
· Good verbal and written communication skills

· Experience of administration or a willingness to learn
· A commitment to equal opportunities and diversity

· Ability to be flexible around volunteer availability

There is no specific training programme for these volunteer roles, however ad hoc training will be given as and when required.

Staff Member responsible – Administration Manager
