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Volunteer Role Description 
1. Role details: Volunteer Office Administrator 
Location:  1A Darnley Road, London, E9 6QH
Main contact: Office Manager
The Centre for Better Health (CBH) is a charity that promotes well-being and supports people in their personal recovery from mental ill health. Based across 2 sites, the services include a low cost counselling service and Better Health Hub offering a range of courses and workshops, both of which people can self-refer to. There is also a social enterprise facility aimed at developing work base and employment skills. 
We are offering the short term role to someone who might be looking for a change or wants to gain experience in an office environment and develop administration skills.  We are a friendly team and look forward to you becoming a part of it!

2. Main tasks
To support a discreet and confidential reception service. 
To answer the telephone. 
To provide an information service and promote services at CBH

To provide general administrative and clerical support 
To provide additional support to staff members as required
3. Personal qualities we are looking for
	
	Essential (E) and desirable (D) qualities required 

	Experience
	Experience of providing reception services (D)

Experience of providing a high standard of customer care (D)

	Skills, Abilities and Knowledge
	Good written and verbal communication skills (E)


	Attitude and Approach to work 

	Quick and enthusiastic learner (E)

	Other Requirements
	Commitment to upholding the values, policies and procedures of CBH (E)

Good time keeping (E)

To be honest and reliable (E)




4. Role Context and any other relevant information

The role is unpaid and part time with some flexibility to suit availability
The post is subject to an enhanced DBS disclosure
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