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Volunteer Role Profile

Opportunity:

Volunteer Receptionist
Team:


Reception (Entrance of the Hospice)
Supported by:  
Receptionist
Hours available:  
A variety of hours and days to suit availability from 9am – 9pm, Monday to Sunday
Main purpose of the role:  
This voluntary position will be part of a team supporting our Receptionists by providing a welcome to the Hospice for all visitors both face to face and via the telephone. This position involves a small amount of general administration which includes preparing the outgoing mail and use of a till.  
Key tasks:
· Ensuring all visitors are signed in and out
· Dealing with enquires and directing visitors to appropriate services

· Answering the telephone and transferring calls

· Accepting funds and donations

· Use of a till to pay for items from a small shop and meals/refreshments

· Accepting incoming and preparing outgoing mail
Desirable qualities:

This role would suit someone with a cheerful personality and good communication skills who is confident about meeting people and enjoys a varied and busy environment.  It is important that the volunteer can maintain confidentiality and is perceptive to the needs of visitors.
The Hospice is committed to the ongoing training and development of volunteers, aiming to provide appropriate training for all volunteers in order to meet statutory obligations and ensure volunteers are well support in performing their role.
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