Volunteer Reception Assistant
	Role Title:
	Reception assistant


	Where:
	At the DRN office at Framingham Pigot 


	When:


	To be agreed

	Commitment:
	Two days per week


	Duration:


	One year commitment would be desirable

	Requirements:


	A non-judgmental attitude to our service users
A commitment to equal opportunities

An understanding of disability and how it affects clients and their carers and families

The ability to maintain accurate and confidential case records
A willingness to engage with all training offered

Reliability

Willingness to attend monthly team meetings and make a contribution to the development of the service 

Willingness to work as part of a team, as well as ability to work unsupervised once training is completed


	What’s In It For You:


	Working with DRN will boost your confidence and increase the potential for you to find paid work, should you wish to in the future.
We will provide the skills you need to make a real difference to people’s lives in a supportive and friendly environment.


	Why We Want You:


	We need people who care about the rights of disabled people.  If you have experience of disability at first or second-hand, you may provide the empathy and understanding that our client’s need.  


	Role Description 


	A reception assistant needs to have good admin skills and good attention to detail.  Our phone lines can be very busy so you would need to be calm and able to deal with a variety of tasks.  Basic IT skills such as word processing would be necessary, but a willingness to learn is more important as full training on our systems would be provided.  Telephone skills would be useful, as well as general office experience and ability to work as a team.
This is a support role for our Admin Team Leader, who would train you to assist with:

· Incoming calls

· Inputting data into the case management system

· Updating records

· Booking appointments into the Diary

· Providing a reception service for visitors and clients.



	For more information, contact:
	Tracey Beadle
Tracey.beadle@ncodp.org.uk



