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SOUTHAMPTON VOLUNTARY SERVICES

VOLUNTEER ROLE DESCRIPTION

RECEPTION ASSISTANT
The role of the volunteer is to support the staff in the Administration Team and be part of the staff team that presents a positive image of SVS to visitors to the Voluntary Action Centre.  Supervision for this role is carried out by the Administration Team Leader. 
The hours may be flexible but usually one day weekly (10.00 a.m. to 4.00 p.m. with lunch break) will be the minimum required. 
The volunteer’s role has been created with some flexibility to enable people with different skills and experience to participate.  Below is listed a range of tasks.  The volunteer may not be asked to do all of them.  These tasks will be reviewed regularly and the volunteer consulted before any substantive change is made.  This role may also be offered as a shared one with another volunteer.
Tasks
· To assist administration team staff in reception; receive visitors; direct people to meeting rooms.
· To respond to volunteering enquiries (face-to-face, telephone and email) and to assist with other enquiries (where appropriate).
· To assist with answering the telephone.
· To prepare refreshment trolley  for meeting rooms 

· To help prepare displays and  promotional materials 

· To review the Echo and maintain a press cuttings book for SVS and to identify information and contact details for local groups and events 
· To help with bulk mailings.
· To assist with the logging of statistical information on the data base. 
· To assist with administration tasks including handling post, typing for staff using MS Word, Access Database and Desktop Publishing, logging resources for the library.
· To do photo-copying and laminating.
· To help set up meeting rooms with tables, chairs and equipment

· To keep the information leaflets, flyers etc in the reception area tidy and the leaflet stands stocked; to keep the area where posters are displayed tidy and ensure information is up-to-date.

· To undertake any volunteering information research as directed by the Volunteering Development Worker.
· To work to all SVS’ policies and procedures including Equal Opportunities, Confidentiality and Health and Safety.

· To undertake any other reasonable tasks related to the role as may be requested by the Volunteering Development Worker










