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VOLUNTEER ROLE FOR ADMINISTRATOR
Hours: Flexible from 9.00am-3.00pm
Location: 48-52 Allcock Street, Birmingham, B9 4DY

Days: Monday to Friday (Flexible)
Responsible to: Volunteer Co-ordinator and Senior Project worker
Role and responsibilities:
· To deliver good customer service and remain courteous, friendly and professional at all times

· Take phone calls and relay messages for colleagues efficiently and effectively
· Administration such as filing, faxing, photocopying, shredding, compiling and updating information. Creating and updating spreadsheets.
· Updating notice board 
· Help with setting up rooms for training events and workshops and activities.
· To assist with planning and organisation of workshops where needed
· Take part in any meetings, training and development opportunities to enhance skills, knowledge and experience relating to the volunteer role
· To take part in any other duties which is part of the post and requested by Volunteer Organiser and Senior Project Worker
Skills/ Experience/ Knowledge:

· Basic IT skills essential including MS Word, Excel, PowerPoint and Internet
· Must be confident

· Friendly and can communicate with people at all levels

· Possess good customer service skills

· Possess good telephone services skills

· Must be highly organised and have good planning and time keeping skills

· Reliable and committed worker

· Team player but also should be able to work independently 

	Training and development

	· You will be required to attend further training and development opportunities  to update your  skills and experience

· You will be provided with on-going support and guidance by an experienced colleague  which will  enable you to build confidence and experience in this field of work


N.B, please note, the volunteer job role will be revised according to the demands of the business
A: 48-52 Allcock Street, Birmingham, B9 4DY
T: 0121 766 1700
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