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Volunteer Job Description

	[bookmark: _Hlk511043330]Job Title
Administrator Volunteer 

	[bookmark: _Hlk511042508]

	Department
Roles available throughout YMCA
	Team
H&S, Health Zone, Campus Team, Family Team

	

	Reports to 
Data and Administrator Manager

	

	Responsible for
Administrative support
	

	

	Location
YMCA North Staffordshire
	



YMCA is a Christian organisation, committed to Equality and Diversity in the Workplace. YMCA is committed to the safeguarding of children, young people and vulnerable adults.

Job Purpose 
To undertake a range of administrative activities to ensure the smooth running of the department. 

Duties and responsibilities
· To undertake administrative tasks as required by the Team Manager.
· To maintain confidentiality.
· To create clear and accurate documents without spelling errors.
· To develop straightforward and organised filing systems.
· To maintain the office and ensure a tidy work area. 
· To support the Manager in the delivery of training or other activities according to departmental needs.
· To attend meetings on behalf of the team and share the minutes.
· To liaise with other teams across YMCA North Staffordshire on behalf of the manager.
· To support the Manager across other activities that may arise.











Person Specification

	[bookmark: _Hlk521494163]Essential 

	Knowledge

	· 5 GCSE’s including Maths & English.  
· Knowledge of Microsoft Office Suite e.g. Excel, Word, PowerPoint and Outlook.


	Relevant Experience

	· Minimum of 12 months’ office experience.  


	Skills and Ability

	· Ability to act on own initiative. 
· Excellent communication skills.
· Good organisational skills and file management.
· Excellent team player. 
· Adaptable and flexible.

	Other Requirements	

	· Willing to undertake any training to aid personal development. 





	Desirable - over and above essential

	Knowledge

	· L2/3 Qualification in IT or administration. 
· SAGE finance qualifications.  


	Relevant Experience

	· 12 months’ experience of financial systems and invoicing. 
· Experience of reception duties.


	Skills and Ability

	· Ability to set up and maintain systems within the work environment. 
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