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PSYCHOLOGY

Wellbeing Through Talking






	Role title
	Administration Volunteer

	Purpose of the role
	To be part of the Administration Team, consisting of ARA Staff and Volunteers.
To assist with reception duties and administration tasks to support the smooth running of ARA Services.
A first point of contact for professionals and clients.

	What you will be doing
	· Be the first point of contact for clients and professionals by phone, email and face to face.

· Welcoming visitors and informing staff of their arrival.
· Using the telephone system to pass calls through to staff as appropriate and taking message when necessary.
· Providing information on ARA Services and how they can be access to clients and professionals, both on the phone and in person.
· Adhering to ARA's policies & procedures.
· Take direction & advice from the HR & Office Manager or Connect Psychology Manager

	Skills, experience and qualities needed
	· Previous experience of being a volunteer or relevant work experience.
· Experience of using computers and willingness to learn IT and phone skills.

· Ability to communicate clearly to a range of different people.
· Empathic and friendly nature.
· Able to maintain personal & professional boundaries.

· Confident to challenge others and work with the agreed policies & procedures

	When and where
	Monday to Friday from 9am -7pm at King's Court

	Support offered 
	· Your role will be guided by ARA's policies & procedures, you will be asked to sign a confidentiality agreement.

· You will receive a full induction and regular supervision from your line manager.
· You will receive on-going training.

	What you could get out of it
	You will gain a broad range of experience from being a volunteer within a treatment centre addressing addiction and mental health patients and as part of a multi-disciplinary team.
Opportunities for further volunteering within the organisation.

	Other relevant information 
	You will be working with clients who are at different stages of recovery and are therefore classed as vulnerable adults.  You will need a current Basic DBS check

	What to do if you are interested?
	Contact Liz Malaiperuman - 0117 9300282

Visit the ARA website at www.addictionrecovery.org.uk


Roles may be flexible – please talk to us









