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Volunteer Role Description

Volunteer Role:

Admin Assistant Volunteer
Team:


Passage House

Location:

1-5 Longmoore Street, London SW1V 1JH (near Victoria Station)
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Commitment:

Every Monday with a minimum commitment of 6 months
Supervisor:
 
Passage House Project Worker
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

Passage House is a 40 bed hostel providing accommodation for adult males. Priority is given to the most vulnerable rough sleepers or those at risk of rough sleeping with complex needs. Our aim is to enable residents to move on to the most appropriate available accommodation, towards resettlement and independence. We have a flexible and professional approach to the work, which enables sufficient breadth to meet the needs of the individual.

Passage House is currently undergoing redevelopment work with ‘Places for Change’ funding. The building works started in October 2010 and are due to last about 1 year with 4 phases. The aim of this project is to transform Passage House into a more user-friendly, individual-focused and open environment both in terms of the physical surroundings, as well as in terms of our approach to working with people. Over the course of the building works, the capacity will fluctuate, with approx 25 residents during Phase 3. 

About this role
We are looking for a volunteer who can provide admin support to the staff team at Passage House, in particular by developing and implementing systems for rotas and timesheets. This would enable staff to work in a more organised and planned fashion. 
Tasks will include

· Reconciling weekly timesheets, i.e. checking that timesheets submitted match with rotas

· Setting up weekly rotas 6 months in advance
· Data entry

· Filing, photocopying and some other general office/admin tasks
Qualities needed

· Reliability, good time keeping 

· Good IT skills, in particular some knowledge of entering data into Excel and using Word
· An ability to work independently 

· Strong organisational/planning skills 
What you can expect

· Instruction, guidance and support to carry out your role effectively 

· Free meal if volunteering during specified meal times
· Reasonable travel expenses reimbursed

· A friendly environment and a rewarding experience

Recruitment 
Application Form, Interview, 2 reference checks and a CRB check.
