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                                 Volunteer- Administrator- Role Description
	Organisation Name
	Women’s Aid in Luton


	Organisation Overview
	Organisation Provides Refuge & Support to Women & Children who are fleeing from Domestic Abuse.
 

	Role Title
	Volunteers Administrator



	Location of Position
	Head Office- Marlborough House



	Responsible to
	Carole Duffy- Business & Finance Manager



	Purpose/ Summary of role
	Assisting the Admin & Finance team with any administration duties seen as appropriate, contributing to the efficient running of Women’s Aid in Luton.



	Description of tasks
	· Answering the phone.
· Dealing with enquiries that come in via email and post.

· Filing

· Laminating

· Data entry


	Time Commitment
	Either Wednesday / Thursday am or pm, minimum of 4hrs.


	Skills and Qualifications
	· Good communication skills

· Excellent telephone manner and people skills.
· Being able to use your own initiative but can ask for help when needed.

· Be comfortable volunteering within a group or by yourself.

· Friendly and proactive.

· Computer literate.



	Training and Support
	· Introduction to organization
· Training on all aspects of the role.

· Support, advice and guidance.



	Reimbursement of expenses
	Out of pocket expenses will be reimbursed:

· Mileage costs @ 40p per mile up to a maximum of £7.00 per return trip

· Public transport up to a maximum of £7.00 per return trip daily.

	Benefits to volunteer
	The opportunity to develop new and existing skills and gain experience volunteering in a charity.
The opportunity to meet new people.
The satisfaction of knowing you are making a vital difference to the work of WAIL.



	Application Procedure
	Application Form
Informal Interview

References & DBS check

Trial Period



	Contact Information
	Carole Duffy

Tel: 01582 876636

Email: carole@womensaidinluton.org
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