ADVOCACY FOR OLDER PEOPLE IN GREENWICH

Volunteer Role Title: Volunteer Admin Support  Worker
Main responsibilities and duties:

1.
Office Support

· To assist the Team in maintaining an office diary.  To arrange meetings and make appointments as necessary.

· To deal with incoming and outgoing post.  To distribute post accordingly and ensure that urgent correspondence and information is bought to the attention of the relevant team member

· To perform reception duties, deal with telephone and face to face and 

· correspondence enquiries. To deal confidentially and sensitively with calls from advocates, partners, relatives and carers. To record these appropriately

· To maintain the office message book

2.
Administration

· To record referrals to the project following set procedures
· To record requests for volunteer application packs and send packs out

· To assist in photocopying documents as required

· To assist in the mail out of posters and leaflets 

· To assist in accurately maintaining the petty cash system and records, following agreed procedures

3.
General
· To work according to the organisations equal opportunities policy and all other policies and procedures

· To undertake training where required

· To attend regular supervision

· To be responsive to the changing needs of the project

· To attend team meetings as required  
· To carry out any other administration tasks that arise within the office as decided by the Director
