THE BETH CENTRE
VOLUNTEER ROLE DESCRIPTION

Role: 


Support Volunteer: Duty Engagement Administrator 
Responsible to: 
The Beth Centre
The Beth Centre

The Beth Centre is a partnership between Women in Prison (WIP), and Eaves. It is an innovative Lambeth project and is mentioned in the Mayor's strategy for Violence Against Women and Girls. It is a spearhead for future working within the criminal justice system. It provides Lambeth women who are either at risk of, or affected by, the criminal justice system, with a holistic set of support services from a safe, women only, centre, centrally situated in the borough.  Both WIP and Eaves have a long history of delivering services to vulnerable women and we utilise this expertise to support women, to address the underlying causes of their offending behaviour. 
Main Purpose of role

To provide a welcoming, efficient and courteous service to the organisation for Service Users. Promotion of The Beth Centre by monitoring and evaluating the Service User experiences with the aim of increasing compliance. To engage with service users for the purposes or referrals, signposting and initial assessments. This is a varied role which will have a direct impact on the women that we work with.
Activities involved in role

1. To help provide a first point of contact service ensuring that all visitors are greeted efficiently and passed to the appropriate member of staff, or that their queries are addressed. 
2. To respond quickly to all telephone calls, dealing with routine enquiries and either taking messages or passing on to the appropriate members of staff. 
3. To engage with current service users and use approaches to gain service user feedback with the aim of monitoring and increasing engagement.

4. To maintain a professional working environment and ensure that the Beth Centre area presents a positive image of the organisation and assist the Beth Team as necessary. 

5. To report all problems to the Centre Manager and to operate at all times within Beth Centre policies and procedures. 

Desirable experience, knowledge and skills
The Beth Centre encourages people with a wide range of abilities to apply for volunteer roles.  The following section is designed to help you decide if you would like to apply for this role and to allow you to judge whether you feel that you would gain the experience you are seeking from your voluntary work:

Experience & Knowledge
1. Some administrative experience using computers (Windows)

2. Some knowledge and experience of working with Service Users with a range of support and learning needs 

3. Some experience and/or knowledge of the criminal justice system
4. Some experience and/or knowledge of issues relating to violence against women and girls

Skills

5. Good interpersonal skills

6. Good organisational and administrative skills

7. IT skills (Word, Excel, Outlook, Internet Explorer) 
Excluding IT skills, these are all desirable skills, knowledge and experience so please do not be put off applying if you do not have all of these.

Training and Support

The Beth Centre offers a structured placement with on-going support from an allocated staff member.  Additional support will be provided by the volunteer coordinator who will help you to address any concerns you may have regarding your placement.  You will also have the opportunity to attend training relevant to your role at The Beth Centre.
Location

You will based at The Beth Centre, Unit CC01, Canterbury Court, Kennington Business Park, 1-3 Brixton Road, London SW9 6DE

Time Commitment

We are looking for someone who can commit to up to two days a week for

minimum of three months.  Days can be arranged around your availability.

Office shift working hours are Monday-Friday 9.30am 1.30pm / 1.30pm – 5pm.
Expenses

Volunteers will be reimbursed for any approved out-of-pocket travel expenses. Receipts will be needed in advance of payment. 

Other information
This role is for a female only and is exempt under the Sex Discriminations    Act Section 1975, Section (7) (2d).

Due to the sensitive nature of our work, an enhanced Criminal Records   Bureau check is required
How to apply

Please e-mail an expression on interest to kelly.mcdonagh@bethcentre.org.uk
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