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Volunteer Role Description: Reception Volunteer (Thursday)
	Organisation Overview

	Carers Leeds offers confidential information, advice and support to unpaid carers aged 18 and over.  

	Overall aim 


	The overall aim of the role is to ensure all carers and visitors receive professional customer service and a positive impression of Carers Leeds; deal with enquiries on the telephone and face-to-face; provide admin support.  


	Role
Outline 
	· Ensure the reception area and interview rooms are welcoming and kept tidy throughout the day, providing a professional and confidential service for all parts of the organisation. 
· Provide a warm welcome to carers and all visitors to reception and assist with their enquiries and signpost to any relevant external organisations.  
· Answer telephone calls and direct calls to the relevant member of staff or Advice Line.  
· Take and promptly pass on clear and accurate messages to staff.
· Deal with basic enquiries relating to event bookings and the carers newsletter.  
· Complete paper and electronic systems to log calls and visitor attendance.  
· Help with general admin tasks including computer work, photocopying and shredding and filing.  


	Time commitment/ Hours

	· Weekly commitment between the hours of 9.30am and 4.00pm.  The start and finish time can be negotiated so that carers can start and leave at anytime to suit their caring commitments.  


	Location and accessibility 

	· Carers Leeds office is at 6-8 The Headrow, Leeds, LS1.  Access into the building is by slight step via push button entry system.  Our reception is on the first floor.  There is a lift, which an adult size wheelchair will fit into.  There is a disabled toilet on the second floor.


	Volunteer Supervisor
	· Office Administrator


	Key responsibilities of volunteer 

	· Attending induction training and participating in ongoing training activities and regular Reception team meetings 
· Respecting the confidentiality at all times
· Establishing and maintaining appropriate boundaries
· Respecting different cultural values and working in a non-discriminatory manner   
· Meeting your Volunteer Supervisor regularly 





	Qualities of volunteer 
	· Friendly and approachable, and sensitive to the needs of others 
· Flexible, open minded and non-judgemental 
· Treats others with respect, dignity and care
· Enjoys working as part of a team 
· Able to keep calm under pressure 
· Willingness to learn and develop skills, to give and receive feedback
· Honest and reliable 
· Caring, compassionate and confident


	
Skills of volunteer
	· Good listening skills  
· Ability to communicate clearly on the phone and face-to-face
· Able to demonstrate empathy with carers and visitors 
· Good written skills 
· Good computer skills
· Ability to abide by Carers Leeds policies and procedures
· Some knowledge of carers issues (not essential) 


	Training
	· Introduction to Carers Leeds 
· Role of Reception Volunteer and reception procedures 
· Data protection and safeguarding 
· Computer systems 


	What’s in it for you
	· Make a real and positive difference to the lives of unpaid carers
· Opportunity to develop new and existing skills
· Gain experience of volunteering for a charity
· Working as part of a team
· Opportunity for a reference
· Travel expenses paid 
· Social events 


	For more information contact 
	· Valerie Banks, Volunteer Coordinator 
valerie.banks@carersleeds.org.uk
0113 246 8338
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