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Volunteer Role Description

and Person Specification
ADMIN VOLUNTEER (inventory role)
_____________________________________________________

Introduction
Many managers use admin help offered by volunteers with office skills.  The skills required and the jobs given are varied and may change from week to week.  They may include database entries, typing up documents and other IT jobs for those with appropriate skills, but for others they may include telephoning older people to either check they are ok or to carry out service satisfaction surveys.  There are also tasks involving photocopying, laminating, shredding, making drinks, sending out mailshots, writing and addressing greetings cards, filing, tidying and sorting.  Some tasks will require application of Age UK Redbridge, Barking & Havering’s confidentiality policy.  

If interested in an admin role, please indicate to the Volunteer Co-ordinator by interview or induction where your skills lie, to enable us to deploy you well.

The inventory role may be suitable for someone who is undertaking other admin or even an entirely different voluntary role as it requires approximately 3 hours per month.  The volunteer would take responsibility for the work, under the guidance of the senior manager for central support.

Role Description
Main Duties and Responsibilities:
· To update existing inventory records by inspection on a monthly basis, covering one area at a time

· To add additional information to existing records

· To note and report any undocumented changes to currently held information

· To use initiative to identify low cost items and exclude where necessary

· To observe manual handling protocols associated with the task (no manual handling activity to be carried out)

· To identify and report any health and safety concerns identified

· To update the inventory database (data entry only)

· To check volunteer’s own personal work tray each week in case messages or queries have been left by manager

· To liaise with senior manager for central services or admin assistant if there are queries about priorities or any of the tasks delegated to them

· To take care of any equipment they may be checking and notify the Admin Assistant of any malfunctions

· To carry out tasks carefully and to a good standard

· To report back before leaving, indicating any problems encountered and unfinished tasks or anything to be followed up
Person Specification
· Responsible attitude and reliability

· Capacity to understand and follow instructions carefully

· Willingness to undertake volunteer induction training and regular supervision.

· Ability to identify problems and refer to appropriate member of staff

· Organisational skills and efficiency

Hours of Voluntary Work: 
2-3 hours per week.
When?:  



Mon-Fri, morning or afternoon
Responsible to:
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