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Role Description

Role Title:

                           Administrative Support Volunteer
Accountable to:


         Rachel Moore – Community Fundraiser 
Hours:



           Few hours per week 
Salary:                                           N/A (Volunteer)

Location:                                       The Rainbow Centre
Purpose of the Role:

To provide support to the team in administrative tasks.
Main Duties and Responsibilities:

· To follow the instructions of, and regularly report to, staff members.

· Willingness to undertake a range of general administrative tasks.
· To engage fully with supporters and represent the charity professionally at all times.
· To provide feed back regarding your volunteering experience with us.
Benefits for you:
· Gain satisfaction knowing you are helping to make a vital difference to the children and adults who attend The Rainbow Centre. 
· Receive insight into how charities function.

· Develop your office skills and gain new experiences. 
· Enjoyment of working as part of a close-knit, friendly team.  
Support provided: 

· We provide training to make sure you feel confident in the role. 
· Instructions from staff as well as assistance as required from both staff and experienced volunteers. 
Person Specification:
	Attributes / Job Requirements
	Essential/Desirable



	Previous administration experience. 


	D

	IT knowledge.

	E

	Highly organised individual.

	E

	Flexibility to undertake different tasks as required.

	E

	Ability to maintain accuracy and attention to detail over extended periods of time when working on detailed tasks.


	E

	Ability to work well in a team environment as well as on your own.  


	E

	An understanding of confidentiality.

	E

	Commitment to the work and values of The Rainbow Centre and a desire to ensure the charity continues to move forward. 


	E

	Reliable.

	E


All staff working at The Rainbow Centre need to be checked by the Criminal Records Bureau.
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