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Richard House Children’s Hospice








Richard House Drive

London E16 3RG

Tel 020 7511 0222

Fax 020 7511 0220

Website; www.richardhouse.org.uk

 

charity registration no. 1059029
Volunteer Role Description

	Title of volunteer role:
	Database assistant


	Responsible to:
	Director of Communications


	Description of duties:
	Identify contact details for all key stakeholders and input into database and outlook and update
Create and maintain range of email groups
Create and update resource libraries for images, ads and resources

Maintain media grid calendar
 

	Skills and qualities needed:
	Database skills
Excellent phone manner

Self starter


	Description of other qualities needed: 
	Team player
Computer literacy


	Time and content of preparation/training:
	Training: three hours and on-going


	Time involved in ongoing volunteering:
	12-24 hours a week at Richard House



Compiled by: Niall Couper

Job Title: Director of Communications



Date: 17 March 2009
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