JOB PROFILE FORM

	Job Title:
	Office Volunteer
	
	


1  
Main function of job:  

To provide office skills and support in the General Office
2
Location: 

Amelia Trust Farm, Five Mile Lane, Walterston, Barry, Vale of Glamorgan.  CF62 3AS

3
Supervisory responsibility/position in structure:

To have immediate contact with the Finance Manger; supported by the Office Administrator 
4
Specific Areas of Responsibility:

a) Meet and greet general public and answer enquiries
b) Answer telephones, take messages and record appropriately
c) Take messages from answer machine and record appropriately

d) Filing as required 

e) Laminating

f) Monitoring stationary levels 

g) Photocopying as required

h) Use of computer as skills allow (e.g. up dating register, up dating on line diary)

i) To co-ordinate meat sales   

j) To ensure compliance with the provisions of the Health and Safety at Work etc Act 1974 on Trust premises
k) To undertake any other such tasks as may be required

5
What standard of general education does the work call for?

GCSE or equivalent in key skill areas 
6
Experience/specialist training required:


Experience of work in a similar area an advantage, induction will be given
7
Personal attributes:



Essential

Desirable

Able to up hold confidentiality at all times 

(
Approachable and polite




(
Able to stay calm in busy environment


(
Able to work flexibly and independently


(
Able to act on one’s initiative



(
Attention to detail





(
Computer literate 








(


Enjoy being part of a team




(
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