EAVES 
VOLUNTEER ROLE DESCRIPTION


Role: Volunteer Receptionist
Responsible to: Human Resources and Administration Manager
Department: Eaves Central Services Team

About Eaves

Eaves is a charity which offers high quality support to vulnerable women who have experienced violence, through various support, accommodation and research projects. 

Main purpose of role

To provide a welcoming, efficient and courteous reception service to the organisation.

Key activities & responsibilities

1. To help provide a first point of contact reception 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 maintain a professional working environment and ensure that the reception and public areas present a positive image of the organisation.
4. Assisting the HR and Administrative Team as necessary. 
Desirable skills & experiences

Eaves encourages people with a wide range of abilities to apply for placements. The following section is designed to help you decide if you would like to apply for this role and to allow you to judge if you would gain the experience you are seeking from your placement:
Experience:
· Excellent phone manner
· Computer skills – especially Microsoft Word and Outlook
Skills:

· Enthusiastic

· Team player

· Takes the initiative

· Extremely organised

· Reliable

· Good communicator (including with people from a variety of backgrounds)

· Committed to the aims and values of Eaves

Eaves’ values

Commitment to Eaves’ ethos, aims and objectives, including:

· Equality of opportunity regardless of race/ class/ sexual orientation/ gender/ disability/ age/ ethnicity/ religion or belief/ any other status;

· Feminist approach to understanding and challenging gendered violence;

· A commitment to the eradication of violence against women in society.

Training and support

Eaves offers a structured placement with ongoing support and supervision. You will be offered the opportunity to attend training relevant to your role at Eaves.

Location

You will be based at Eaves central office: 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 1-2 days a week for a minimum of three months.  Days can be arranged around your availability.

Office working hours are Monday-Friday 9.30am-5.30 pm.

Other information

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

A subsistence payment of £3.50 will be paid for all days where the volunteer works for more than four hours or across the lunchtime period (12-2pm).

This role is exempt under Section 7 (2) of the Sex Discrimination Act 1975 and therefore we will be considering female applicants only

