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Volunteer Role Description

	Role Title
	Volunteer Administrative Assistant/Receptionist

	Department
	Champions’ House

	Base Location
	9-11 Grove Park Road, Wrexham LL12 7AA

	Hours of Volunteering
	Flexible


	Accountable To
	Project Manager

	Reports To
	Project Manager/Project Coordinator


	Role Purpose:
· To provide a welcoming environment for all visitors and callers to Champions’ House 
· To help with the day to day running of the Reception 
· To provide general administrative support



	Main Duties and Responsibilities:
· To answer the door and ensure all visitors sign in and out 

· To answer the telephone and take messages

· Providing information about CIAS and other services
· Taking referrals from clients and other agencies

· To assist in booking rooms and facilities

· Input information accurately onto the database as agreed by the Project Manager
· To provide support and assistance to office staff
· Various administrative tasks including

· Photocopying

· Data Entry

· Mailings

· Typing

· Filing

· Shredding

· Scanning Documents

· Archiving



	General:

· To be friendly and approachable
· To ensure that confidentiality is maintained at all times
· Have the ability to work well within a team but also to use your own initiative
· Good communication skills
· Accurate typing skills

· Good attention to detail




	Professional:

· To participate in the CAIS core training

· To attend regular supervisions

· To operate within and observe CAIS policies and procedures



This Role Description provides a framework in which duties may be carried out.
Prepared By: ……………………………………..  
Date:

Reviewed By: …………………………………….   
Date:

Agreed By: ……………………………………….   
Date: 
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