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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 :
	Volunteer Coordinator


	Responsible to:
	Community Fundraising Manager

(day to day to HR Officers)



	Description of duties:
	Coordinating volunteer help at Richard House events
Updating the volunteer database

Raise awareness of our need for volunteers in the community

Assist HR at Recruitment Fairs


	Skills and qualities needed 

	Good communication skills and outgoing personality
Experience of administration work 

Knowledge of Microsoft Word, Outlook and Excel
Previous experience with volunteers would be an advantage



	Time and content of preparation/training
	Induction



	Time involved in ongoing volunteering
	One day per week.  A weekly commitment or greater is preferred.  Part of this work could be home based.
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