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Role Description

Volunteer Role:

Volunteer Assistant to Business Director
Team:


Fundraising Team
Location:

The Passage Day Centre, St. Vincent’s, Carlisle Place, London SW1P 1NL
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Commitment:

At least one day per week OR 2-3 ½ days per week

Flexible within office hours (Monday to Friday 8.30am to 4.30pm)



Minimum commitment of 6 months
Supervisor:

Andrew Hollingsworth, Business Director and Andrew Wright, Fundraising Assistant

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 Fundraising Team at The Passage is mainly composed of volunteers, with just two members of staff – the Business Director and a part-time Fundraising Assistant. Volunteers help with every aspect of fundraising, from organising events to the daily processing of donations. 

About this role
We are now looking for somebody to act as an assistant to the Business Director, to help ensure the smooth running of the department by aiding him with diary maintenance, managing his emails and providing general administrative support. Whilst the role will primarily relate to the business director’s fundraising function it will also include other aspects of his job. The role of Volunteer Assistant to the Business Director is ideally suited to someone with experience as a PA or Executive Assistant, or someone with some administrative experience who would like to gain experience supporting a Senior Manager in the charity sector. 

Tasks will include

· Answering telephone calls and taking messages
· Maintaining the Business Director’s diary
· Managing the Business Director’s emails, and responding to information requests as appropriate 
· Co-ordinating the fundraising filing systems and ensuring that they are properly maintained
· Helping to maintain a tidy office
Qualities needed

· Reliability and good time keeping
· Ability to work under pressure
· Ability to accurately record information
· A friendly and confident telephone manner
· Excellent organisational skills
· Competent computer skills including email (Microsoft Outlook)
What you can expect

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

· Reasonable travel expenses reimbursed

· Free meal if volunteering during specified meal times
· A friendly environment and a rewarding experience  

Recruitment Method:   Application form, Interview, 2 reference checks and CRB






