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Volunteer Role Description

Role title:  Administration Volunteer
Aim: To provide vital administrative support to staff at head office
Location: Finchley, London
Time: Flexible – during office hours on an ad hoc basis 
Responsibilities: 
· To provide support for staff by helping to carry out important administration in the office.  Tasks may include:
· Photocopying, laminating and collating booklets/brochures
· Envelope filling for appeals and mailouts 
· Database entry/editing

· Gathering data from evaluation and monitoring forms

· Assisting with event organisation

· Other miscellaneous projects

· To attend training as required

· To adhere to the Jewish Women’s Aid Volunteer Policy and other relevant policies and procedures
Personal qualities and skills required:
· A good level of computer literacy 
· Office experience desirable but not essential

· Some database knowledge desirable but not essential

· Attention to detail

· Understanding of and commitment to the aims & objectives of Jewish Women’s Aid
· Understanding of the importance of confidentiality
Benefits of this role:
· Induction and on going training

· Regular supervision and support
· Paid expenses

· Provides good experience for future employment
