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Mind in Camden – Admin Office Volunteer

Introduction

Mind in Camden’s admin office is based at Barnes House and provides administrative services which cover a wide range of activities.  One of its most important functions is to be a reception point for telephone callers and visitors, so the office needs to be covered throughout the working day. The Admin office is run by volunteers, supervised by the Senior Manager for Personnel & Admin. The office can be very busy, but at other times, very quiet.

We also have a centre in Swiss Cottage where there are also opportunities for admin volunteering.

Time/availability
Ideally, admin volunteers commit to a regular day each week for a minimum of three hours.
Main duties and responsibilities of the post:

1.
Answering the door to callers, using an intercom system.

2.
Ensuring that visitors are made welcome and that the relevant member of staff is made aware of their arrival.

3.
Ensuring that the reception area looks tidy and that refreshments are well stocked.

4.
Answering the telephone and putting calls through to the relevant person or taking written messages.

5.
Passing on answerphone messages.

6.
Using the photocopier and other office equipment as requested.

7.
Doing simple typing and inputting information using a computer (Microsoft packages).

8.
Distributing incoming post; franking outgoing post and taking it to the post office.

9.
Doing filing as requested.

This is a voluntary post, but travel expenses will be reimbursed and, for those volunteers working for four hours or more in a day over lunchtime, lunch expenses will be reimbursed up to a value of £5.  Tea and coffee are also provided.

Volunteers will be given an induction and training in office procedures.
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Mind in Camden

Admin Office Volunteer

Person Specification

Attitude/Commitment

1.
An awareness of mental health issues

2.
An awareness of, and commitment to, equal opportunities

3.
A commitment to being punctual and reliable

4.
Awareness of the importance of confidentiality

Experience

1.
Experience of working in an office

2.
Experience of answering the telephone and taking messages

3.
Experience of filing

4.
Basic experience of using a computer, particularly word-processing

5.
Experience of working on own initiative with limited supervision 

Skills

1.
Good customer service skills

2.
Ability to prioritise work and produce work to deadlines

3.
Ability to communicate clearly and sensitively with a wide range of people

4.
Ability to produce accurate work

