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RECEPTION & ADMIN VOLUNTEER – ROLE DESCRIPTION

Purpose of the role: To provide a friendly welcome to visitors to the centre and to telephone enquirers, and to assist with administration tasks
Reports to: Education Centre Administrator
Description of the project
Back on Track Manchester has run an education centre for disadvantaged adults since 1977. The centre was previously known as MERC (Manchester Education Resettlement Centre).  The centre targets adults who are recovering from a period of problems and instability, due to issues such as drug and alcohol addiction, homelessness, long-term enduring mental health needs, or trouble with the law. 
Classes run in a variety of subjects, including literacy, numeracy, art, pottery, drama, computers, cookery, etc. The centre is a very safe and friendly place for staff, volunteers and students, with high levels of mutual respect. The education centre provides a stepping stone on to other mainstream opportunities (such as further education at a college, voluntary work, employment). 

The first ‘port of call’ of visitors to the centre or phone enquiries is the volunteer reception desk. The desk is situation at the front door of the centre, and volunteer receptionist provides a friendly welcome to students and visitors, as well as taking phone calls and helping with general administration tasks.
Main Tasks:
· Use the telephone system to answer and transfer calls
· Present a friendly and professional face for the organisation

· Deal with enquiries

· Greet visitors

· Oversee and maintain reception area (including seating/waiting area) ensuring both are neat and tidy

· Undertake administration tasks e.g. photocopying, laminating, word processing

· Interact with students at the centre
· Abide by the Back on Track policies and procedures.

· Maintain an open and non judgemental attitude.     

· Maintain appropriate boundaries at all times.

Commitment – Reception and admin volunteers are asked to agree a specific ‘slot’ each week during which they will volunteer. We ask that volunteers show commitment to the role and only cancel their slot if absolutely necessary (e.g. illness or an interview)
Training and support
· An initial induction is given to all volunteers (one day or two half days) before starting.
· Volunteers are also warmly encouraged to attend training and development events which are held by Back on Track several times throughout the year. (Training includes topics such as ‘Drug and Alcohol awareness’, ‘Working with ex-offenders’, ‘Working with literacy issues’, etc)
· Each term, Back on Track holds a volunteer meeting which is an opportunity to give feedback and contribute ideas, as well as meeting other volunteers 

· Volunteers report to the Education Centre Administrator who will provide support and opportunities for feedback
Expenses

Back on Track will repay the cost of travel to and from the centre for volunteering sessions.
Person specification

These are the skills and qualities you need to be a volunteer in this role. We will look at these areas when assessing if you are suitable for this particular role:

· Ability to communicate in English
· Confidence to deal with enquiries on the phone and in person
· Ability to record messages

· Basic computer skills

· Non-judgmental attitude

· Flexibility and patience

· Reliability and willingness to attend regularly

· Ability to relate to a range of people
· Willingness to respond to feedback and constructive criticism
