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Volunteer Opportunity - Business Support
Volunteer Role Description

Opportunity Business Support Volunteer
Closedown date for Ongoing
applications:
Duration of volunteer Ongoing
placement:
Head of Finance & Resources
Staff support: Business Support Team
Quality Manager
Mind BLMK HQ Office
The Rufus Centre
Based at: Steppingley Road

Flitwick MK45 1AH

Working days:

1 days a week, 5 hours per day (flexible)

Summary of duties and
objective:

Support a fast-growing charity by keeping the
office organised and running smoothly by
supporting our HQ departments. Tasks may
include:

e General administrative and maintenance
tasks such as keeping the office tidy and
keeping stock on supplies,

e Filing and scanning to assist with digitising
documents as part of our electronic filing
system,

e Assist with organising training for staff and
volunteers,

e Answering telephone enquiries,

e Assisting with Data Protection tasks,

e Assisting with IT administrative tasks,

e Supporting with Health & Safety
administrative tasks

Expenses covered:

Reasonable expenses covered

Skills and experience needed:

e Previous experience in an admin role is
desirable but not essential.

e Computer/IT literate.

e Flexibility and reliability

e Good organisation

e The ability to multi-task

e Work well as part of a team.
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e Good communication skills

e Age 18 or over

e Complete application form in full

e Attend a short informal interview for
selection.

e Successfully complete a trial period

e Satisfactory DBS clearance (Basic)

e Two satisfactory references

e Successfully complete Mind BLMK Induction
Training.

e Ability to attend regular support/training
meetings that may be held in the evenings
or the weekend.

e To ensure confidentiality within the service.

e To give reasonable notice of non-availability.

Other
requirements/expectations:

Restrictions None

Opportunity Business Support Volunteer




