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Volunteer Role Specification
Administration Support Volunteer

Overview
As an Administration Support Volunteer, you will play a vital role in supporting the effective delivery of our drug and alcohol treatment service administration functions. This will support People Who Use Services (PWUS) accessing the service by assisting with general administrative tasks and creating a welcoming environment. 

Pre-Commencement and Training
All volunteers will receive comprehensive training relevant to the role, including key policies, procedures, and practical skills required to carry out clinic-based tasks safely and effectively. This training will be delivered through a combination of induction sessions, role-specific training modules, and ongoing support from the Volunteer Coordinator.

Key Responsibilities
Reception and front desk support: greet visitors in a professional and compassionate manner.
Administrative processing of client referrals and other information on case management systems *
Supporting administration team with post and correspondence handling
Help the service to maintain the trust of PWUS by adhering to confidentiality requirements  
Assist with general administrative tasks e.g. scanning, stock checking and replenishment.
Escalating identified safeguarding concerns in line with service processes and policy

*subject to competency sign off
Supervision and Support
· Each shift, you will be paired with a Cranstoun staff member as a Buddy who will act as your primary contact and guide during the shift. This Buddy may vary from shift to shift.
· One-to-one supervision is available every six weeks with the Volunteer Coordinator.
· During the first month of volunteering, weekly check-ins will be arranged (via face-to-face or phone) with the Volunteer Coordinator.
· Competency sign-off observations 

Location
Volunteer placements are available at our Cranstoun Worcestershire - Worcester City hub.
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