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Job Description
Data Administration Volunteers  
Location: Optional - Based at our Head Office, Hertford/home based or a mix of both
Responsibilities/ Duties / Tasks
· The principle role is the administration of data processing of the Age UK Hertfordshire database, Charity Log, ensuring that all information is accurate, current and follows GDPR guidelines 

· Update and maintain the Information and Advice database with relevant client data, ensuring that information is accurate and up to date

· Produce specific reports to enable you to deliver the best results when cleansing the data
· Good command in English (speaking & writing skills)

Ideally you will have some working knowledge of databases. Full instruction and guidance will be given before you undertake any tasks 
‘In addition to the duties and responsibilities list, the job holder is required to perform other duties assigned by the line manager from time to time which are commensurate with capability and status’. 

Additional Information
Confidentiality: Attention is drawn to the confidential aspects of this job and personal responsibility and liability under the Data Protection Act 2018.  Matters of confidential nature, including information relating to clients or staff, must not under any circumstances be divulged to any unauthorised person. 

Health & Safety:  The post holder is required to take reasonable care of their own health and safety and that of other people who may be affected by their acts or omissions at work and to ensure that statutory regulations, policies and codes of practice and departmental safety rules are adhered to.

Equality and Diversity Policy Statement: Age UK Hertfordshire believes that freedom from discrimination and equality of opportunity are fundamental rights and that each person should be valued regardless of age, race, gender, disability, sexual orientation, and religion or belief. Age UK Hertfordshire recognises that discrimination and victimisation is unacceptable and that it is in the interests of the Charity and its employees to utilise the skills of the total workforce. It is the aim of the Charity to ensure that no employee or job applicant receives less favourable facilities or treatment (either directly or indirectly) in recruitment or employment on grounds of age, disability, gender / gender reassignment, marriage / civil partnership, pregnancy / maternity, race, religion or belief, sex, or sexual orientation (the protected characteristics under the Equality Act 2010).
DBS : None
Appointment of this position is subject to the receipt of references satisfactory to Age UK Hertfordshire. 
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