ADVICE TEAM

Volunteer Administrative Support Worker 
Role Description

Job Purpose

To provide administrative support to the Advice Team 

Admin support is integral to the smooth running of the Advice Team.   The work done behind the scenes allows for the department to run efficiently and supports advisors in the work they do.  
Responsible to

Advice Team Admin Supervisor – Sue Bish 
Hours

Minimum 3 hours a week - flexible
Tasks

· Envelope stuffing

· Put together files

· Maintain filing system
· Help with outreach team mail outs
· Faxing and photocopying

· Basic IT tasks
· Assist in promotion of the service  
· Attend training, support and supervision sessions as required by the Volunteer Co-ordinator and Admin Supervisor.
· Work as a member of the Advice Team volunteers and paid staff

♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦

Person Specification

The Volunteer Administrative Support must be able to show the following skills and abilities:
· Written and spoken English (we welcome volunteers where English is their second language)
· Ability to treat all information relating to the client as confidential
· An understanding of treating individuals equally and fairly
· Punctuality 
· Ability to commit to a minimum of 3 months  
