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Role description: Reception Volunteer
The role description outlines the tasks and responsibilities a volunteer will carry out in this role. It also acts to protect the volunteer from being asked to do tasks they may considerable unreasonable.
We recognise that volunteers have different strengths and want to gain different skills so to keep the role description relevant to volunteers it is reviewed in regular meetings with your manager/supervisor.
Responsible to: Charles O’Madden, Reconnections Administrator
Purpose of the role: To welcome and register clients to the day centre and undertake administration to support the work of the reception team.
Key Tasks:

· Welcome and greet homeless people (clients) to the day centre;
· Log clients onto a database, asking for their personal details and searching to find the client;

· Undertaking general administrative including drafting care of address letters, answering and forwarding telephone calls, checking and distributing client ID documents;

· Administering and distributing client post; including collecting, date stamping and filing;

· Facilitating a system for clients to charge their mobile telephones;

· Oversee a system for logging on clients in an open access computer café including booking, logging them in with the correct client details and keeping a log of computer usage.
Person Specification:
The person specification describes the personal qualities we are looking for in a volunteer in this role.  

We understand volunteers want to develop their skills and we will try to match these needs whilst also meeting the needs of our organisation.
· A good knowledge of MS Word and databases including word processing;
· Ability to handle personal data and maintain confidentiality at all times;

· An interest in working with homeless people

· Good Verbal communication skills

· Committed to equal opportunities and respectful of other cultures

· Good customer care skills

· Committed to working with others in a team

· Reliable and trustworthy

We welcome applications for all sections of the community. 

As we help a culturally diverse group of homeless people we particularly welcome applications from those who can speak foreign languages. 
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