Framework

For your future

Position: Office/Reception Volunteer

Role Description

(Behind the scenes, there are many talented volunteers and staff who help to keep Framework running

through essential office-based or administrative roles. We are looking for volunteers who can join us to

keep our day-to-day running smoothly, supporting staff to carry out the crucial work they do in supporting
vulnerable people.

Skills/Qualifications:
-You will need to have good communication skills, by phone, online and in person.
-You will have basic IT skills and be willing to learn about Framework's systems.

No formal experience required, just a willingness to get involved!

\_ J

Main Responsibilites

You will assist services with basic office work and support staff with various aspects of office life, such as:\
-Filing paperwork

-Inputting data

-Responding to enquires both via email and telephone
-Meet and greet service users

-Manning a reception desk




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.

\_

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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