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Warm Welcome Volunteer(s)
Introduction 
Age UK Camden is an independent voluntary organisation working to enhance the quality of life for older people living in the borough.  

Our clients are the focus of our services, some are potentially vulnerable, and many have high support needs.
This volunteer role will sit within the Central Services Team and be supervised by the Head of HR and Central Services.

Warm welcome volunteers will be based initially at our office, Monday – Wednesday expanding to our other locations over time. 
Time Commitment:
Monday – Wednesday 10 -4pm 
Can commit to at least one day a week/or half a day morning/afternoon during the above hours. 
In this role you will:
· Be based in our new office – conveniently located close to Camden Town Tube and accessible by local bus routes.

· Provide a Warm Welcome to all visitors to our offices and those making enquiries by phone or email.

· Greet people as they arrive and make them feel welcome – have an initial chat, make them a drink, ensure that they feel supported while waiting to access the relevant service/or assist them with general enquiries.

· Provide admin support to the organisation under the supervision of the Head of HR and Central Services (photocopying, printing, mailouts, updating central records etc) Full training will be given.

· Support the Head of HR and Central Services Team to ensure that the office is a safe, comfortable, and welcoming environment.
· Support responding to phone calls and emails that come into the central reception area.

We are looking for people who: 

· Good people skills – empathy, understanding, ability to listen and provide supportive responses, ability to make people feel at ease.

· General understanding of emailing, sending, receiving etc.

· Some experience of word processing/ using computers

· Comfortable on the phone  

· Understand the importance of confidentiality

· Have good verbal and written skills in English
· Are willing to volunteer within our policies designed to keep older people safe

· Will respect the boundaries of the role

We’ll give you:
· Volunteers will be supported in their role by: Head of HR and Central services and the Central Services Team.
· Travel and other agreed out of pocket expenses are reimbursed to volunteers
· Training required for the role
If you are interested, we will ask you to complete the following:

· Application Form (which includes providing details of referees)

· Disclosure & Barring Check

· Attending Induction
· Complete the following online courses:

· Safeguarding Adults for volunteers

· Data Security Awareness
· Fire Safety

· Moving and Handling

· Any other training necessary for the role

Volunteers will need to complete all induction and training before a final decision regarding their suitability for volunteering is made.
