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COMMUNITY PARTNERSHIPS




	ROLE DESCRIPTION



	POST TITLE:
	Office Reception and Administration Volunteer

	RESPONSIBLE TO:
	HR Manager - Jackie Lewis 


	Main Purpose 


	The Office Admin Volunteer will work with the admin staff team to provide essential support for these activities, and may be asked to carry out specific project related tasks for other staff members as necessary. The Southern Brooks Community Partnerships office is at Coniston Community Centre. It is a busy environment where 25+ part-time and full-time staff are based, working on community development, family support and youth projects.  
Role of Office Admin Volunteer 
· To cover reception duties, such as answering phone, redirecting calls and taking messages, meeting guests

· To carry out filing, archiving, shredding, photocopying, scanning and other basic office tasks
· To carry out more detailed admin tasks such as updating records, typing documents and sending out letters.
· To use a database system and spreadsheets, to update information about services


	Time
	Minimum of 3 hours per week

Available times are Wednesday, Thursday and Friday morning and/or afternoon slots. Currently all time slots are available



	Location
	Southern Brooks Office, Coniston Community Centre, Patchway



	Support and Training
	All volunteers will be fully supported through supervision, training and peer support.  

We work with volunteers to identify skills they want to develop while they are volunteering.



	About you… You can

	· Speak confidently and clearly on the phone 

· Confidently use a computer and Microsoft Office software

· Work on own initiative and as part of a dynamic team

· Understand the importance of confidentiality, data protection and information sharing



	About you… You are 
	· Well organised 

· Flexible approach to work

· Aware of own development needs and a commitment to addressing them 

· Happy to work in a busy office environment
· Passionate about the values and work of Southern Brooks
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