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Volunteer Job Description

	Job Title
Housing Administration Officer Volunteer

	

	Department
Housing 
	

	

	Reports to 
Housing Support Team

	

	Responsible for
Supporting the Housing Support Team
	

	

	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 
The administrator will provide effective administrative support and a customer-focused service to the Housing Team and YMCA North Staffordshire’s Campus. 

Duties and responsibilities
· Opening and distributing mail as well as clearing and sorting outgoing mail (both internal and external). 
· Attending, minuting and servicing of meetings (internal and external) as and when required.
· Assisting in the writing and distribution of letters being sent to customers.
· Dealing with enquiries from customers. 
· Providing cover for reception as and when required. 
· Dealing with some cash transactions including receiving rent payments from customers, and ensure cash is placed in the safe at the end of each day.
· Recording and issuing of YMCA North Staffordshire’s ID badges.
· Supporting activities with customers when required.
· Liaison with external agencies as necessary.
· Undertaking training as required to update knowledge – about Housing Benefit and other legislative changes.
· Reporting all safeguarding and critical incidents within the correct time frame ensuring the safety and welfare of young people.
· Complying fully with all the YMCA's policies and procedures relating to Safeguarding, Equality and Diversity, Professional Boundaries, Confidentiality & Data Protection and Health and Safety and to undertake training in these areas when required. 



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.  
· Experience in producing financial/activity reports to funding agencies and contractors.
· Experience in financial monitoring including ordering, processing invoices and nominal allocation.


	Skills and Ability

	· Ability to act on own initiative. 
· Excellent communication skills.
· Good organisational skills and file management.
· Adaptable and flexible.
· Knowledge of various monitoring/recording of information requirements, and their importance.

	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.
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