Volunteer Administrator & Coordinator For Age Uk Manchester 
Counselling/Befriending Service

Job Role: Volunteer Administrator & Coordinator
Job Type: Part Time (3 days per week/15 hours/Tue-Thur-Fri)
Salary: £11,310 per year
Location : City Centre – Head Office

About Age UK Manchester
Age UK Manchester is committed to ensuring that older people live longer and happier lives; that their carers have the time to pursue their own interests whilst their loved one is valued in our care; and that everyone who receives our support is treated with dignity, respect and kindness.
Our range of services (which include Counselling Services, Befriending Services, Information and Advice, a wide spectrum of Ageing Well activities, Home Care, Day Care and Residential Care) mean that we can offer older people a relationship for life, with support, opportunities and practical assistance at every stage of later life.

The Vacancy
[bookmark: _GoBack]Our Counselling and Befriending Service requires a motivated, compassionate and enthusiastic individual with administrative experience, excellent communication skills and a passion for our aging generation.   
Previous experience of working in a fast pace counselling/befriending service would be advantageous but not essential. 
The role of Volunteer Administrator & Coordinator is an administrative role with a requirement to conduct risk assessments in client’s homes/head office and be a point of contact for our volunteers.
Understanding the needs of and issues affecting older people is essential.

The role will be mainly based at our City Centre office with occasional travel to community hubs in North, Central and South Manchester and will include some travel across the City to meet with clients in their own homes. Travel expenses will be covered.

The successful applicant must have previous experience administration and attention to detail within an admin-based role, including the following:
· All Administration associated with the service including client’s and volunteers
· Booking and completing assessment’s for prospective client’s
· Point of Contact for Volunteer Counsellors/Befrienders 
· To assist with the recruitment and training/induction 
· Assisting with group supervision, taking minutes.
· Attending to ad-hoc calls within the office (including advice & Information line)
· Access to own vehicle and willingness to travel within MCC boundary
Due to the nature of our work, an Enhanced Disclosure and Barring Service Certificate is required. 

Age UK Manchester reserves the right to close the advert should a high quantity of applicants be received.
Age UK Manchester – Striving for Equality
