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	ROLE DESCRIPTION


	Title 
	Community Reception/Admin Volunteer


1. To help members of the staff to set up and maintaining electronic and paper filing systems.  

2. To produce information and documents to high standards of presentation, such as photocopying, binding and laminating documents as required.

3. To update, maintain and monitor various databases and produce regular reports as required. 

4. To produce letters, emails & memos.  Experience producing accessible information is desirable.

5. To support managers with their administration requirements.  This includes correspondence and ad hoc project work.
6. To cover reception during the absence of the Project Manager.  
7. To give access to the building to Service Users and other visitors and remind them to sign in/out in the register book.

8. To distribute the incoming mail in the different projects in the building.
9. To liaise with other project managers in the building.
10. To work at all times within an Equal Opportunities framework.

11. To ensure that your work adheres to the policies of the Camden Society.

12. To complete additional duties as required by the post.
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