
ADMINISTRATION ASSISTANT

VOLUNTEER ROLE DESCRIPTOR AND PERSON SPECIFICATION
Introduction

CIAS mission is to advance the welfare of Coventry residents, predominantly by providing information, advice and support, thereby reducing inequality and improving quality of life within the city. 

Role Description

Main Duties:

· To carry out administration tasks to support Coventry Independent Advice Service.
Specific Responsibilities: 

· To answer the telephone from prospective clients offering signposting and information and booking appointments.

· To assist with the opening, sorting and dealing with post.
· To deal with queries from existing clients as appropriate and refer to caseworkers.
· To deal with queries from partners and providers as appropriate.
· To enter basic client details on to the internal database system and produce letters when needed.
· To assist with filing and general office duties.

· To handle any other administration/clerical duty as requested by the PA to the Director. 
Person Specification:

· Good oral and communication skills essential

· The ability to learn a new IT system

· Understanding the need for confidentiality

· A friendly and cheerful telephone manner

· Reliability

· Ability to manage with little supervision

· Willingness to undertake training where necessary

· Requirement to undertake Induction Training; work to guidelines and policies on Health & Safety, Confidentiality and Data Protection, Equal and Diversity etc.

Hours of Work:
½ day: 9.30-12.30 or full day 9.30-4.30 
Responsible to:
Rosie Keenan
Based:
CIAS Oakwood House
