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Volunteer Role

Administration Volunteers


Specific Responsibilities
The volunteer may be called upon to assist with any of the following general administrative support systems within the office including:
· Assist with preparation of documentation, letters etc.

· Printing, Photocopying and Scanning.

· Assist with filing, archiving and shredding.
· Assist with general administrative tasks such as answering the phone, Postal services and Franking, Laminating and Binding documents.
Skills and Experience required
No specific skills or experience are required for this role, as full training will be provided, but having a friendly manner and patience would be an advantage.

Willingness to comply with the policies and procedures of Age UK South Lakeland, including Health & Safety, Confidentiality, Equality & Diversity is necessary.
Age UK South Lakeland’s Commitment

The role will be fully supported by the HR & Administration Manager and the Volunteer Support Officer.  
Information, induction and training will be provided and all out of pocket expenses will be reimbursed.

Time Commitment

Volunteers usually work on a basis of one half day (3 hours) per week by prior arrangement.

Training Requirements

Full training will be provided for this role and will include:

· Volunteer Induction Course

· Health and Safety Awareness

· Administration-specific training

Other Support

· Use of a car and a full, clean driving licence may be a requirement of this role.  Volunteers are responsible for ensuring that their vehicle insurance policy is covered for “Business Use” and the mileage rate paid is intended to cover any extra cost.  

· Travel expenses on public transport will be fully reimbursed on production of a receipt or used ticket as well as any necessary car parking expenses incurred.

· There will be opportunities to meet with other Age UK South Lakeland volunteers at volunteering events and you will be kept informed about volunteer opportunities available within Age UK South Lakeland

· Whilst volunteering for Age UK South Lakeland you will be covered by our Public Liability insurance. 

Exceptional Circumstances

In exceptional circumstances we may reimburse the cost of a taxi.  However this must be approved in advance by your line Manager & in consultation with the Volunteering and Community Activities Manager.

Information Security

“As a Volunteer with Age UK South Lakeland you may see or hear personal information relating to people who use Age UK South Lakeland services, as well as fellow volunteers and employees.  You may also see or hear confidential information about Age UK South Lakeland itself.  We have policies and procedures that volunteers must follow relating to information security, confidentiality, records management and the handling of personal data which enable us to meet our data protection obligations.

Advice on how to respond to a request for information you believe is confidential or sensitive from people or organisations outside Age UK South Lakeland must be sought from your line manager.  It is also important that you are familiar with the support network open to you within the organisation should you need to discuss any information you have been given.

If you do not follow the organisation’s rules regarding the control of relevant information (Information Governance) we may consider that you have not met our expectations of you as a volunteer, which may lead to your opportunity to volunteer being withdrawn.”
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