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Would you like to use your administrative skills to help us to provide services for people whose difficult life experiences and mental health are making their lives challenging? Administrative volunteers look after our busy Reception and meet and greet visitors. They are in the frontline of answering queries and provide administrative support for the services that we provide.  We are based right in the heart of Camden Town and we are looking for people who can commit one day per week (usually 10am-4pm).  We also welcome applications from those that wish to volunteer multiple days a week.  
The basic tasks for all volunteers are:
· Providing Reception cover – answering the phone and the door
· Forwarding messages and dealing with email enquires
· Welcoming visitors 
· Helping out with tasks that may arise such as typing, photocopying, laminating
· Ordering and maintaining office supplies e.g. stationery
· Keeping the Reception area tidy and buying refreshments
· Distributing post
Other tasks may include:
· Inputting monitoring information about our services
· Keeping our information up to date
· Helping with volunteer recruitment administration
· Booking contractors for repairs
· Hiring venues for external meetings
· Assisting our Finance Director with basic financial tasks i.e invoices filing 
· Assisting with risk assessments
Essential requirements:
· A pleasant telephone manner and telephone skills
· Good basic computer skills (we use Microsoft Office 365)
· The ability to communicate clearly e.g. recording and passing on messages
· A willingness to work with other volunteers
· Willingness to help with office cover when office staff are away
What we do for you:
We encourage volunteers to develop their skills. Administrative volunteering would offer you:
· A friendly and relaxed volunteering environment
· An understanding of mental health services
· A chance to develop office skills and gain experience
· Regular supervisions with a manager 
· The chance to attend staff training sessions e.g. First Aid, Fire Warden, and Safeguarding, as well as external online training as appropriate
· A reference after six months’ service
· Allowances:  Daily travel up to £10.00, and £5.00 for lunch
· Full training will be provided 
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