[image: ]

Onside Reception Volunteer 

Role Description

Responsible To:	Office Manager/Volunteer Team
			

Location: 		Onside, Williamson House, 14 Charles Street, Worcester
	
Overall Purpose

To provide administrative support in the office of a busy local charity which supports vulnerable adults and children facing disadvantage. To support the efficient and effective delivery of Onside services and Onside staff team. 
[bookmark: _Hlk42527681]
Key responsibilities:
· Assist the maintenance of a reception function answering the main door, ensuring visitors are greeted in a friendly and welcoming manner and asking visitors to sign in notifying staff that visitors have arrived.
· Answer telephone calls, during peak periods, taking messages in a professional and friendly manner and communicating these to the main Access Hub inbox. Direct calls to the appropriate staff members and take accurate messages when staffers are unavailable.
· The word processing of correspondence, reports and other documents to an accurate and appropriate standard.
[bookmark: _Hlk83891549]
· To support maintaining and managing the room booking and desk booking spreadsheet, ensuring it remains current and is prepared for the coming months. Print off room booking sheets and attach to meeting room doors as required.

· Receive incoming mail and deliveries taking up to the Admin Office.
· Maintaining the reception area, ensuring it is tidy and presentable at all times

While the role description provides the main duties and responsibilities for the position, it is not limited to and as such volunteers may be asked to carry out any additional duties pursuant with their skills and abilities. The above may be subject to change and alteration from time to time with the prior agreement of the volunteer.


Signed………………………………………………………… Date……………………….

Print Name…………………………………………………
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