
 

 

Job Description 

Job Title Office Administration Volunteer 

Department  

Division  

Band Voluntary 

Reporting To Office Manager 

Job Reference N/A 

 

▪ Role 

To assist in the provision of basic office duties and to aid staff and public experience. 

 

▪ Key Responsibilities 
To carry out a variety of administrative and clerical duties and undertake other general office duties 
which may include: 

• Assisting the office staff when dealing appropriately with telephone enquiries. 

• Assisting the office staff using a range of software programmes to produce, maintain and 

distribute documents, including spreadsheets and databases. 

• Understanding of a range of workplace procedures and practices, some of which are non-

routine, which require a base level of theoretical knowledge. 

• Assisting the office staff, photocopying, scanning, emailing, faxing, distributing, filing and 

organising letters, reports and outgoing mail. 

• Researching appropriate websites, downloading and circulating documents, as requested. 

 

 

▪ Duties and Key Tasks 
Planning and organising 

• Organise oneself to be clearly visible to those who need assistance 

• To attend volunteer support meetings and training events. 

Personal 

• To adhere to the principles of the Trust’s values and behaviours. 

• To inform the office manager if unable to attend at the allocated time. 

 
 



 

 

▪ Duties and Key Tasks 
   

    Volunteer Development 

• To provide support and guidance to new volunteers where required as part of the volunteer 

support system. 

    Communication 

• To report any adverse incidents to staff in order that policy and procedure may be adhered to.  

• Ensure that patient confidentiality is maintained at all times.     

    Infection Control 

• To ensure that visitors and staff adhere to the principles of hand hygiene when entering and 

leaving ward areas. 

• To direct visitors and staff to hand washing facilities where necessary. 

    Equality and Diversity 

• Have an understanding of individual patients’ needs taking into consideration cultural & religious 

requirements. 

• Act in accordance with Trust’s policy and procedures. 

   Health & Safety 

• Report any environmental factors that may contravene health & safety requirements. 

• Ensure that all work is carried out in line with Trust policies & procedures. 

• Attend induction and complete periodic mandatory training. 

 

 

▪ Extra Factual Information 

• Due to the Trust’s commitment to continuous improvement, it is likely that the role will 
evolve over time. These duties will be subject to review, any amendments will be made in 
consultation and agreement with the volunteer. 

 



 

 

Person Specification 
 

Qualifications, Specific Experience & Training Essential Desirable Measure 

• No specific qualifications are required for this role ☐ ☐ 
Application 

Form 

• Previous volunteering or experience of work in a 
health or social care environment is not required 
for this role, although any relevant experience 
should be detailed on the application. 

☐ ☒ 
Application 

Form 

 
 

Personal Attributes Essential Desirable Measure 

• Good interpersonal skills ☒ ☐ Interview 

• The ability to be friendly, polite and caring with 
patients, visitors and Trust Staff 

☒ ☐ Interview 

• Understanding the importance of confidentiality 
and following procedures 

☒ ☐ Interview 

• Ability to work on own initiative and as part of a 
team 

☒ ☐ Interview 

• Reliable and punctual ☒ ☐ Interview 

• Willingness to undertake training ☒ ☐ Interview 

• Available to volunteer for at least 2 hours per week ☒ ☐ Interview 

• To embody the Trust’s Values of being caring for 
everyone, respect for all, embracing teamwork and 
committed to improvement 

☒ ☐ Interview 

• To exercise confidentially and discretion ☒ ☐ Interview 

 



 

 

Organisation Chart 
 
 

Divisional Manager 

Office Manager 
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