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Volunteer Role Description
	Role Title:
	Volunteer Administrator

	Where:
	Birmingham Settlement’s Head Office, Units 4-7, Alma House, Newtown Shopping Centre, Birmingham, B19 2AB
Or
Centre for the Aston Family, 359-361 Witton Road, Aston, Birmingham, B6 6NS

	When:
	To be arranged

	Commitment:
	Flexible

	Duration:
	Ongoing

	Requirements:


	· Typing correspondence and general admin duties.

· To ensure the effective and timely completion of all requested administrative duties.

· Dealing with incoming and outgoing post, faxes, e-mails and photocopying.

· Answering the telephones, handling straightforward queries and taking and passing on messages.

· Maintaining and updating databases and spreadsheets.
· Preparing events, including collating information for flyers, providing support in booking activities, greeting visitors, delegates and the public.
· To demonstrate a commitment to the aims, objectives and work of Birmingham Settlement.
· To work as part of a team, ensuring effective communication between team members, service users and with other professional networks.
· To undertake training and attend team and other meetings as required.

	What’s In It For You:


	· Gain practical administration experience to support your career development.
· You will have regular supervision and in-house training to build on your existing confidence, knowledge and experience.
· Opportunity to meet diverse groups of people.
· Opportunity to join and work as part of one of the oldest charities in Birmingham.
· Do something valuable and rewarding with your free time.
· Give something back to the local community.

	Why We Want You:


	· Excellent communication and interpersonal skills.
· Are friendly, helpful and able to contribute to good customer service.
· Ability to respond to a range of client groups.
· Must be approachable and non-judgemental.
· Can work with others as part of a team.
· Are reliable and flexible.
· Can be discreet and able to maintain confidentiality.
· Are able to use your initiative and work independently once trained.

	For more information, contact:
	Rob Netherway

Tel: 0121 250 0749

Email: robert.netherway@bsettlement.org.uk


