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                                 Volunteer Role Description

Title



Office/Administrative support 
Location


Greater Manchester*/Merseyside*Yorkshire* (*delete as applicable)
Salary                               Volunteer 
Hours per week/month
Flexible
Term
Reports to                        Local fundraising team
DBS Check 

Role Summary
As an administrative supporter you will help provide the fundraising team with clerical, admin and general office support. This could involve everything from financial processing, to database administration, research, or help with mailings and thanking our supporters. Basic computer skills are essential as so much of our admin is on-line, but there is plenty of variety, and always plenty to do. We can structure what you do dependent on your skills, interest areas, and availability.
The role may include:
· Financial processing – including thank you cards and letters to supporters
· Contacting supporters to ask if we can claim gift aid on donations
· Help with mailings including franking and posting
· Event administration – emailing participants or suppliers
· Ordering office supplies and processing invoices
· Research e.g. on-line searches for potential supporters/suppliers
· Database administration e.g. updating records

· Support to other departments if required
· Answering the telephone or responding to e-mail enquiries

· Occasional attendance at events to register participants on arrival
Commitment:
Hours are flexible and will vary dependent on your availability and our current priorities, but we hope you can commit to one day a week. 
Volunteer profile:
· You will have basic computer skills e.g. Microsoft office and be comfortable using search engines like Google to source information.
· Database experience would be helpful but not essential as we will provide training, but you will need a willingness to learn new processes and skills
· Attention to detail especially when updating records, and in written communications
· Empathetic nature and the ability to listen 
· A desire to improve the lives of visually impaired and disabled people
· A commitment to upholding our values
Support you will receive from Henshaws, and your involvement in our organisation includes:
· Regular support and direction from Henshaws Fundraiser* (*insert relevant role)
· Relevant training e.g. using systems like our database and General Data Protection Legislation and data security.
· You will be part of the work of a highly regarded UK charity.
· We will demonstrate the impact of your support
· We will reimburse reasonable expenses.
· Further training and support will be provided where needed or desirable
· Volunteers are invited to attend Henshaws events which include other areas of our work.
· We ask all our volunteers to follow Henshaws policies and procedures.
· We will need you to complete documentation relating to the role.
	CRITERIA FOR ROLE
	ESSENTIAL OR DESIRABLE SKILLS



	A desire to improve the lives of visually impaired and disabled people.


	An empathetic, understanding and enquiring nature.

	A desire to work as part of a team.
	The ability to communicate and collaborate well.



	A desire to uphold and represent the charity’s value in the wider community.


	A keenness to learn about the charity’s history, ethos and future hopes.


