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Enfield Advice Plus Partnership Project  

​​​​​​​​​​​​​​​​​​​​​​​____________________________________________

	
	


Volunteer Role Description

	Role
	Administrative Support Volunteer


	Purpose

	The Administrative assistant will work closely with the EAPP Project Workers to provide specific administration support to the EAPP project and partnership.

	Responsible to
	Project Workers

	Time
	Core Hours of the project are Monday-Friday 10am – 3pm however, days and times are flexible.

	Location


	Community House

311 Fore Street 

Edmonton

N9 0PZ


	Tasks

	Liaise with clients to ensure they are happy with the service they have received

	Publicise the project  

	Make and receive telephone calls

	Input information onto spread sheets/database  

	General office tasks

	Any other relevant and appropriate tasks  as required by the project


	Essential Skills required

	Good interpersonal and communication skills

	Good telephone manner

	Able to use own initiative and work as part of a team

	Good organisational skills

	Good understanding of both written and oral English

	Good  IT skills  in Word, Excel, Outlook 

	Willingness to learn

	

	Desired Skills

	Ability to speak and /or write other languages

	Working knowledge of Database systems


	Support and Training

	Induction programme

	Regular supervision

	Access to in house training and information sessions

	Out of pocket expenses 
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