Carntogher Volunteer Project – ‘Giving your community a helping hand’

VOLUNTEER ROLE DESCRIPTION

Role Title: Administrative/Management assistant
Main Purpose:  Help with administrative work associated with projects
	Questions/Issues
	Notes

	1. What tasks will be involved?


	Y
1. Become a member of management committee and become involved in decision making and planning for the future

2. Help to publicise the Associations work by providing administrative assistance through leaflet/poster distribution
3.  Help to research new project development ideas provided by the committee and local people and be involved in its administration
4. Receptionist duties at An Carn

5.  Administration of fundraising events

	2. When will the tasks/work be carried out?
	Continuous throughout the year – Involvement in this area can be flexible to suit volunteers.

	3. Where will the task/work be carried out?  
	Mainly at An Carn centre.  Again can be flexible to suit volunteers – work from home

	4. With whom will you be working with? 


	Working with management committee and project co-ordinators on the various projects.

	5. Support, supervision, Training provided


	The management committee will provide support.  Training opportunities will be available from An Carn throughout the year in IT and specialised areas.

	6. What Expenses will be covered?


	Travel expenses (40p per mile will be allowed)  Subsistence (receipts required)
Childcare (Receipts required)




	7. How will you benefit from volunteering?


	1.  Opportunity to become involved in community development and contribute to the local community.

2. Learn & enhance existing skills eg IT skills, communication skills, working as part of a team.

3.  Experience new challenges

4. Gain valuable experience that you can add to your CV or use as reference
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