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Volunteer Role Description
	Role Title:
	Administrative Volunteer

	Purpose of the role:
	To carry out valuable office tasks which contribute to the smooth running of the service. 

	What you will be doing:
	Below is a list of potential tasks that you may be involved in:
· Collecting, date stamping and distributing mail

· Filing

· Packing mail outs

· Franking outgoing mail

· Word processing

· Desktop publishing

· Entering notes onto the database

· Inputting data onto spreadsheets

· Assisting with the collation of statistics

· Creating invites for support groups

· Creating posters/flyers for publicity

· Assisting with the collation of newsletters  
· Using the telephones

· Greeting visitors

· Assisting with taking minutes of meetings

	Skills, experience and qualities needed:
	It is not essential that you have previous experience of working in an office environment to volunteer with us.
Experience of using Microsoft packages would be an advantage but not essential.

A willingness to learn and a good sense of humour is essential.

	When and where:
	We can offer you a placement between the hours of 9.30 a.m. – 4.00 p.m. Monday – Friday (upto a maximum of 4 hours per day)
If you are unable to volunteer on a regular basis you are welcome to assist with occasional projects such as large mail-outs.
Parent Partnership Service

Suite 5 Clarendon Chambers

32 Clarendon Street

Nottingham

NG1 5LN


	Support offered:
	· We will pay your travel expenses i.e. bus/tram fares.  Unfortunately we do not have car parking facilities.
· Regular supervision.

· Child Care provided by a registered child minder (not a relative).

· Attending team meetings and staff/volunteer training.

· On the job training.
· We also offer regular social events where you will have the opportunity to meet other volunteers within the service.

	What you could get out of it:
	You will gain new skills, a chance to meet new people from a range of backgrounds i.e. professionals, parents, other volunteers.  Update your existing skills in general office duties.
Working as part of a team.

The development of volunteers’ skills is of great concern to the service and many volunteers have used their experience with PPS as a springboard into employment.

	Other information:
	This role will be subject to a standard criminal record disclosure as you will have access to confidential information.

	What to do if you are interested:
	Please complete the attached application form and return it to: Amanda Fletcher, Senior Administrative Assistant at the above address or e-mail: amanda.fletcher@ppsnotts.org.uk   
Once your application form is received we will contact you to invite you to come into the office for an informal chat.


