[image: image1.png]


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:
	My Family Designer


	Responsible to:
	Director of Communications


	Description of duties:
	To design My Family newsletter four times a year using set template
 

	Skills and qualities needed:
	Knowledge of Quark Xpress
Inter-personal skills



	Description of other qualities needed: 
	Team player


	Time and content of preparation/training:
	Initially two-hour session at Richard House


	Time involved in ongoing volunteering:
	As long as it takes to finish – can be completed at home



Compiled by: Niall Couper
 
Job Title: Director of Communications
 




Date: 17 March 2009
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Volunteer Role Description Receptionist


