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Office Admin Volunteer 

About us:
Inclusion Gloucestershire is a respected user-led disabled people’s organisation and registered charity, run by disabled people for disabled people.  
Summary of the Role:
We are looking for a volunteer to support our admin team during busy times in the office, which may include when we are hosting external training events. The volunteer will be a friendly and helpful presence, offering practical support such as: 
· Supporting with answering the phones and door. 
· Welcoming visitors, signing visitors in, offering refreshment and showing them to the correct part of the office. 
· Supporting with tidying areas of the office and creating neater spaces.. 
· Record retention archiving and shredding. 
· Supporting with stationary sorting/ordering etc. 
The role may also involve printing, setting up meeting rooms and occasional computer based administration tasks, to be set by the team.  

Volunteering commitment?
Role Title: Office Admin Volunteer	
Reports to: Business and Admin team administrators 	
Time commitment: Flexible – minimum 3 hours per month. 
Days: Tuesday’s 12 – 3pm, with the possibility of some time on Wednesday afternoons.   
Locations: Our Office – Railway House, Bruton Way, Gloucester  	
	
Main Tasks:
· Answering the door (using our phone system), welcoming visitors, making sure visitors sign into the office and are shown to the correct part of the office. 
· Answering the phone, taking messages and passing those messages onto the correct people.  
· Helping the team to keep the office tidy. 
· Printing and posting documents (as directed by the team)  
· Setting up meeting rooms 
· Archiving records and shredding
· Sorting and ordering stationary (as required)  
What we are looking for:
Someone who is: 
· Confident making and receiving telephone calls in an office. 
· Confident communicating with a range of different people, with the ability to adapt to the needs of an individual. 
· Confident using a computer – sending and receiving emails and using the basic features of Microsoft Word. 
· Welcoming and approachable. 
· Able to develop positive working relationships with others
· Willing and available to undertake mandatory training.  
· Honest, reliable and trustworthy 
· Committed to working to Inclusion Gloucestershire’s values and mission.

What we can offer you:
· All volunteers complete mandatory training including health and safety, safeguarding, and GDPR.
· Supervisions with the role supervisor and support from the volunteer coordinator. 
· Reasonable travel expenses will be reimbursed.
· Information about wider development, volunteering and paid work opportunities when these arise.

Next steps:
If this role is of interest, please email volunteering@inclusion-glos.org 
Please note this volunteer role requires a basic DBS check. 
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