Organisation Name

Anytown Young Peoples Project
Title of role 

Volunteer Administrator
Purpose of role

To support the administration of the project to enable disadvantaged young people in Anytown to realise their full potential.
Tasks
Answering the telephone

Greeting visitors at reception

Entering information into the database

Assisting with mail outs

Preparing training materials

Taking minutes at meetings

Location

In our offices at 10-12 Queens Street, Anytown
Support and supervision

There is ongoing day to day support from the Project Leader.  The Office Manager will meet with you at least every 6 weeks to discuss how things are going

Benefits of the role

You will be working as part of strong team of committed people.  The office is lively with constant visitors so you will have the chance to meet new people.  
You will be offered the opportunity to attend any in house training that is relevant to your role.  After you have been with us for 2 months you will be able to request a reference should you need it.  
Travel and lunch expenses will be reimbursed.
Personal qualities and requirements
For this role we are looking for someone who is outgoing and enjoys meeting people.
Basic IT skills would be an advantage
Because the organisation works with vulnerable young people we require 2 referees and ask that you undertake a CRB check.

Availability
A commitment of at least one day a week is sought
