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

VOLUNTEER ROLE DESCRIPTION

Role Title: Receptionist
Main Purpose:  Help with general receptionist duties at An Carn
	Questions/Issues
	Notes

	1. What tasks will be involved?


	Y
1. Answer incoming calls to An Carn
2. Carry out general administrative duties – filing, photocoping and mail

	2. When will the tasks/work be carried out?
	Continuous throughout the year 

	3. Where will the task/work be carried out?  
	An Carn Centre, Tirkane, Maghera

	4. With whom will you be working with? 


	Working with staff and volunteers

	5. Support, supervision, Training provided


	The centre manager 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










