Southend on Sea





	
Volunteer Role Title

	
Volunteer Office Assistant

	
Purpose of the role

	
Age Concern Southend on Sea, (ACSOS) has a long and established history of volunteering.  Our volunteers make a highly significant contribution in supporting our mission and are involved in every level, through Trusteeship, service delivery, support, administration, and fundraising.  ACSOS volunteers perform essential, directive, supportive and complementary roles which enrich the lives of people in the local community and the Charity as a whole.



	
Tasks
	
· Answer telephone calls and greet visitors to the office and signpost them to the most appropriate service to assist them with their enquiry.
· Allocate and distribute wheelchairs when booked, processing paperwork and monies.
· Distribute hearing aid batteries and record data.
· Input data to database, deal with post and any other general office tasks.
· Attend training and supervision sessions as required
· Comply with ACSOS’s Equality and Diversity Policy in every aspect of your work and positively promote the principles of this policy amongst colleagues, service users, volunteers and other members of the community.
· Comply with ACSOS’s Health and Safety Policy, Data Protection Policy and to protect your own and others’ health, safety and welfare.

	
Skills and attributes

	
· Friendly, empathic and non-judgemental attitude
· Effective communication skills and excellent listening skills
· Able to maintain confidentiality
· A strong team player


	
Location and time commitment

	
134 Hamlet Court Road Westcliff on Sea SS0 7LN

Flexible, Monday to Fridays between 9.00am and 4.00pm.  We ask for half a day each week



	
Support Offered

	
You will be given a named supervisor who will support you through Induction and training and provide ongoing and regular supervision.



	
The benefits of Volunteering

	
· An excellent opportunity to develop new and existing skills.

· The chance to be at the heart of your local community, meet new people and be part of an enthusiastic team.

· The opportunity to help local elderly residents and reduce social isolation in our community

· Out of pocket expenses.

· A reference once you have volunteered for six months.


	
The recruitment process

	
· We ask you to complete an application form.

· We invite you to an informal meeting to explore your application and suitability for the role.  This is also an opportunity for you to ask questions to help you decide for yourself whether the role is right for you.

· If it is decided that the role is not for you, there will be an opportunity to explore other volunteering opportunities within the organisation with the Volunteer Coordinator.

· If it is decided that you will proceed with your enquiry, you will be asked to provide two references and undertake a DBS check (if appropriate to the role).

· Once we receive satisfactory references and a DBS check you will be invited to undertake the Induction programme and a start date will be agreed.

· You will be provided with ongoing support through regular supervision meetings, regular training and any other support as required.


	
What next?

	
Email Deborah.baker@acsos.co.uk
Phone 01702 345373
Website www.acsos.co.uk
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