	ROLE DESCRIPTIONS

For volunteers use the term ROLE description instead of JOB description, and talk about EXPECTATIONS NOT OBLIGATIONS.  The volunteer should be shown a copy of the role description before they start so they can ask any questions.  Each role description should be accompanied by a person specification.
SAMPLE. Administrative Office Volunteer

As part of The Organisation’s Team, office volunteers will be required to contribute to the administrative and general running of the department, help it achieve its objectives and comply with its policies and procedures.

Each volunteer will have a specific number of tasks it is expected they will complete on a weekly basis, under limited supervision by the Manager of the department.

Specific Tasks

In order for The Organisation to operate efficiently and provide a superior service to The Organisation administrative volunteers will be expected to provide the following support:

· Filing

· Ensuring a sufficient number of forms, cards etc are available for use

· Photocopying

· VDU Operation

· Answering telephone calls – dealing with call or taking a message

· Any other administrative task that may be required

Supervision

To be willing to receive supervision and guidance where necessary. To attend monthly team meetings.

Training

Induction training to be completed prior to placement.  Further training as relevant to the role.

Risk Assessment

 Carried out on role on _________________ and is reviewed every ______months.




	SAMPLE PERSON SPECIFICATION 

Administrative Office Volunteer

Awareness -

1. of the importance of confidentiality

2. of and commitment to equality and diversity and anti-discriminatory practice

3. of basic office procedures

Skills & Abilities

1. To listen effectively

2. To be organised 

3. To work on own initiative

4. To communicate both orally and in writing

5. To manage time effectively e.g. punctuality

6. To work as part of a team

7. To maintain boundaries

8. To maintain confidentiality.
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