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The Refugee Council

Reception Volunteer - Task Description
Location: Leeds – Refugee Hub, LS3 1EL
Time Commitment: 10am – 4pm, minimum of 6 months.
Responsible To: Office Manager and Volunteer Coordinator
Main Role: To support the Office Manager with administrative, financial and facilities-related duties.
The Refugee Council is one of the leading organisations in the UK working with refugees and people seeking asylum. We not only give help and support, but also work with clients to ensure their needs and concerns are voiced and addressed. Volunteers are a key part of many of the services that support our clients and work alongside paid staff across the organisation. 

About the Leeds Refugee Hub:
The new Refugee Hub at Oak House currently accommodates Refugee Council, , Solace, City of Sanctuary, Asylum Matters, Zimbabwe Education Trust, and Red Cross. We also take external bookings, and so other organisations/individuals use rooms at Oak House for a small fee.
The Refugee Council has responsibility for the delivery of various programmes. The largest team in the Leeds office is the Resettlement Team, which supports clients who come to the UK through the Vulnerable Persons Resettlement Scheme (VPRS) and Vulnerable Children Resettlement Scheme (VCRS). This team provide integration advice and support for resettled refugees to help them access services and mainstream provision, and establish community links. The other team in the Leeds office is Children’s Services, who work with young refugees and asylum seekers. We also have a Children’s Psychotherapist who provides therapeutic services to young refugees and asylum seekers; and we have the New Roots Project that assists people with employment and other integration needs.  
The Volunteer Role:
Volunteers will assist Hub staff in the office with reception duties, such as welcoming visitors and answering telephone queries. The volunteer will be performing administrative and more general tasks to assist the Office Manager. This can include performing financial checks, data entry and scanning/organising files.
Specifically, the volunteer role includes:
· Welcoming visitors
· Receiving post
· Responding to emails and general calls, signposting as necessary
· Assisting staff with basic administrative duties, data entry, financial procedures, and database management
· Managing room bookings, including setting up rooms for meetings
Please note that flexibility is required, and that the above tasks are not fixed.
Useful Skills and Experience
· Good communication skills
· Good command of the English language
· Experience working with IT 

· Interpersonal skills

· Reliable and patient
· Interest in office/reception duties

· Willingness to empathise and learn about refugee issues

· Committing for a minimum of period of 3 months; 10am – 4pm for one day a week. 
This role may be subject to a satisfactory Disclosure and Barring Service check. Repeat checks are initiated every two years.  – To be confirmed.
Skills and Experience to be Gained from the Role:
a) Improve office related skills
b) Gain valuable transferable skills – communication, taking initiative, planning and organising
c) Make a real difference to people’s lives
How we support our volunteers

Volunteers are valued members of our teams and we provide them with support and development opportunities. Volunteers will receive regular planned support sessions with their supervisors.

Refugee Council allows volunteers to attend our professional training courses when possible, free of charge. Training will be discussed with you during support sessions with your supervisor.
Volunteers will be given IT access and a Refugee Council email address whilst volunteering on this project. 

Through sponsorship from the Marsh Trust, Refugee Council also provides volunteers with the opportunity to design and set-up a new service for new clients. There will be an opportunity to discuss this with your supervisor. 
Volunteer roles are unpaid, but we can reimburse volunteers for lunch and travel costs. (Unfortunately, our limited budget only allows for local travelling costs.) 

Unanswered questions?

For more information contact Fleur Gribble on 0113 386 2219

Email: fleur.gribble@refugeecouncil.org.uk

ADDITIONAL INFORMATION

Health & Safety

The volunteer is responsible for:

Cooperating with the Refugee Council in delivering all legal responsibilities in respect of your own and your colleagues, volunteers, clients and others health and safety whilst at work.

Becoming familiar with the Refugee Council’s Health & Safety Policy and procedures including evacuation procedures at your workplace.

Carrying out risk assessments of your own work and especially of your own workstation to ensure that you do not expose yourself or others to unnecessary risk.

Equal Opportunities Statement 

As part of its recruitment policy, the Refugee Council intends to ensure that no prospective or actual employee or volunteer is discriminated against on the basis of sex, race, nationality, marital status, sexual orientation, employment status, class, disability, age, religious belief or political persuasion, or is disadvantaged by any condition or requirement which is not demonstrably justifiable.

