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Volunteer role description
Role: 


Family Support Team administration volunteer
Reporting to:
Family Support Manager
Location:

Centre 404, 404 Camden Road, London N7 0SJ
	Timeframe

	Length of commitment:


	Minimum 3 months preferred

	Frequency:


	One - two sessions per week preferred

	Estimated total hours:


	Minimum of one 4-hour session per week


Purpose of the team administrator volunteer role:
The Family Support team requires assistance with administration tasks including typing, filing and answering telephone calls/taking messages.
Key tasks/activities:
· To be the first point of call for families enquiring about family support services: via telephone or drop in. This will entail gathering information on the issues the family needs support with in a sensitive manner, and passing this onto the relevant team member.  
· Answering telephone calls, taking messages and passing these to the relevant member of staff

· Inputting data to the family support database. 

Personal attributes:
· A good standard of English and literacy

· Good typing skills
· Competent IT skills with knowledge of Microsoft Word etc
· Ability and willingness to maintain confidentiality regarding content of family files
· The ability to communicate with a wide range of service users and staff

· An understanding of learning disability 

Training:



· In-house training on using IT systems 
Other Info: 

· There may be opportunities to participate in other administration tasks and responsibilities within Centre 404
As a Centre 404 volunteer you will receive:
· A formal induction and Volunteer Handbook packed full of useful information

· Reimbursement of out of pocket expenses relating to your volunteer placement

· Ongoing and regular support and supervision with the Volunteer Coordinator
· Any training required to enable you to perform the volunteer role to the best of your ability, which will be arranged by and paid for by Centre 404
· After 3 months as a Centre 404 volunteer, we will provide a reference if required for paid work or for other purposes
· Protection through Centre 404’s employee liability insurance policy whilst on the premises or engaged in any work on behalf of Centre 404
· Opportunities to meet other Centre 404 volunteers to share experiences
· Invitation to the Centre 404 Annual General Meeting Summer Garden Party
· The Centre 404 quarterly newsletter
All volunteer placements at Centre 404 are subject to references and a CRB check, unless

otherwise stated. The recruitment of all volunteer placements adheres to Centre 404’s

equal opportunities policy.

