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HELPING HOMELESS PEOPLE since 1980
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Role Description

Volunteer Role:

Admin Support Volunteer
Team:


Volunteering Team
Location:

The Passage Day Centre, St. Vincent’s, Carlisle Place, London SW1P 1NL
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Commitment:
At least 1 day or 2 half days every week (Monday – Friday) but up to 3 days per week would be possible
Minimum commitment of 6 months  
Flexible times between 9.30am and 5.30pm

Responsible to:

Emma Long, Volunteer Coordinator  

The Passage

Our mission is to provide resources which encourage, inspire and challenge homeless people to transform their lives. 

Homelessness can be caused by many factors, including relationship breakdown, unemployment, physical or mental health problems, an addiction or leaving an institution, such as prisons, care homes or the armed forces. We have a flexible, individualised approach to meeting people’s needs. 
The Passage has a Day Centre offering a wide range of services, including hot cooked food, housing advice, health services, training and job search assistance. We also have a hostel and studio flats which offer temporary accommodation. 
Team information

The Passage has 95 staff members and approximately 300 volunteers. We could not provide the current quality and range of services without the commitment, energy and effort of our volunteers. Volunteers work alongside staff in all of our teams, both day services and residential projects. The Volunteer Coordinator is responsible for recruitment and selection of all volunteers and the development of policy and strategy relating to volunteering. 
Purpose of the role

We are looking for a volunteer to assist the Volunteer Coordinator with recruitment procedures, record keeping and other volunteer related administrative tasks. 

Tasks will include

· Answering telephone calls, taking messages and responding to general volunteering enquiries
· Assisting with the volunteer recruitment procedure, e.g. acknowledging receipt of applications, requesting references and setting up interviews

· Maintaining up-to-date and accurate paper and electronic volunteer records, e.g. inputting data on a spreadsheet, filing

· Other ad hoc admin tasks, e.g. photocopying, faxing, drafting standard letters, updating website information 
Qualities needed

· Reliability and good time keeping
· Ability to accurately record and pass on information
· Basic computer skills, especially Word, email, internet

· Good organisational skills

· Good standard of written and spoken English

What you can expect

· Volunteer induction into The Passage
· Instruction, guidance and support to carry out your role effectively

· Reasonable travel expenses reimbursed
· Free meals if volunteering during specified meal times
· A friendly environment and a rewarding experience.  

Recruitment Method:   Application Form, Interview, 2 reference checks and criminal record check
