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Footcare Volunteer Administrator.

Introduction

At Age UK Bristol we help make sure that everyone in Bristol can love later life. We do this by supporting and empowering older people, helping other organisations to work together, and championing the interests of older people in the city. 

Our organisational objectives are to: 

· Provide top-quality services and support to all older people in Bristol. 

· Lead and enable collaboration between other organisations working with older people in Bristol 

· Influence public spending and policies in a way that benefits older people in the city 

· Promote positive attitudes to ageing in Bristol 

We do this by:

· Providing quality information

· Delivering quality services

· Involving older people 

· Giving older people a voice

· Working in partnership

· Maintaining an effective organisation

Volunteers are important and valued members of the team at Age UK Bristol. We will do our best to make your volunteer experience enjoyable and rewarding

Purpose of the Volunteer Administrator Role 
To assist Age UK Bristol staff to ensure the smooth running of the organisation by providing administrative support.
This is a varied role and can involve:
· Data input 

· Preparing outgoing post for mailing
· Photocopying

· Word processing
· Processing  incoming applications for the footcare service including calling new clients to book appointments

· Writing and sending out standard letters  using templates

· Using  data management software to input and manage client records
· Adhering to all Age UK Bristol policies and procedures, such as Confidentiality, Health and Safety and Equal Opportunities.

· Attending training sessions and volunteer meetings as appropriate.
The qualities and skills required for this role are

· Accurate data input skills 

· Word processing skills
· Good communication skills

· An understanding of the need for confidentiality

· Ability to be part of a team

· Good organisational skills

· IT literacy 
· An understanding of the needs of older people.

Hours:

Flexible to suit volunteer, but a minimum of approximately 2 hours a week.

Training

We offer induction training and other relevant training opportunities to enable you to fulfil this volunteer role.

Location
Age UK Bristol Office, 38 Victoria Street, Bristol BS1 6BY  

Expenses

Age UK Bristol will pay reasonable travel expenses. 

Further Information 

For further information, please contact;

Shamim Baloo, Volunteer Co-ordinator 

· E-mail: shamimbaloo@ageukbristol.org.uk
· Phone: 0117 929 7537

