Framework

For your future

Position: Administrative Assistant

Role Description

. . . . N
We are looking for administrative assistant volunteers to support our central resources teams, such as

finance, human resources, property development, and IT. This is a great opportunity to build your
existing skills and gain experience in a busy charity environment.

Skills/Qualifications:
-Administrative/HR/Finance experience desirable, but not required
-IT literate and able to navigate software such as Microsoft Excel, Outlook, and Word
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Main Responsibilites

(Activities may include: R
-assisting with data entry, record keeping, and filing
-supporting recruitment and onboarding of staff
-helping to maintain office systems
-responding to general enquiries




Commitment

(I'his will depend on how much spare time you have to commit to the role and the service's needs.
We require a minimum of 4 - 8 hours weekly or fortnightly. A minimum commitment of 6 months is also
required. We will endeavour to find a placement that suits your availability.

You would need to attend an interview and a two-day training session before beginning your
volunteering. These would occur on a weekday.
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Support Offered

(You will be fully supported by a Volunteer Supervisor. Time will be committed to your personal N
development and will include supervision, support, and training plans. Out of pocket expenses will be
paid. This includes travel costs, lunch and child/other care. We will do all we can to support you in
achieving your goals through volunteering, whatever they may be.
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For more information about this position please contact the volunteering team on:
Tel: 0115 8504107 Email: volunteering@frameworkha.org
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