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Supporter Care Office Volunteer - Role Description

	Location
	Head Office (Aldgate, London, EC3N 1RE)

	Time expectation
	Ideally 1 – 2 days a week - Hours 10:00am – 3:00pm on an on-going basis or for a period of six months

	Supported by
	Supporter Care Manager

	Team
	Fundraising -Individual Giving and Legacies: Supporter Care

	Background of Cystic Fibrosis Trust
	Cystic fibrosis (CF) is a genetic condition affecting more than 10,800 people in the UK. You are born with CF and cannot catch it later in life, but one in 25 of us carries the faulty gene, usually without knowing it.
The Cystic Fibrosis Trust is the UK’s only charity dedicated to fighting for a life unlimited for everyone living with cystic fibrosis and their friends and families. The Trust funds cutting-edge research drives up standards of care and supports people with the condition and their loved ones every step of the way.

	Information about this role
	The Supporter Care Team is responsible for processing all GDPR (General Data Protection Regulation) consents and maintain the CARE NG & Microsoft Dynamics databases.

	Key tasks you will be undertaking in this role
	· Take information from paper and digital returns and update databases

· Various administrative tasks to support the team as required

	You will need to have……
	· Ability to deliver accurate data entry

· Ability to work accurately with good attention to detail
· Ability to meet time deadlines with good organisational skills and time management
· Understanding of and commitment to work with GDPR and data protection guidelines

· Some experience of working in an administrative role

· Working knowledge of Microsoft Office e.g. outlook email, excel and using databases.

	What are the benefits to you?
	· Make a difference to people with cystic fibrosis and those affected by the condition.
· Gain valuable charity, data entry and office experience for your CV.
· Be supported through induction, on-going learning and support 
· Be reimbursed for agreed travel expenses and up to £5 for lunch* (as per our current expenses policy).


	Training and support
	You will receive training on using both our CARE NG and Microsoft Dynamics databases as required for the role. You will receive training on data processing, data analysis and office administrative tasks to ensure you are enabled to fulfil your tasks accurately and efficiently.

	Recruitment & selection process
	We aim to run an inclusive volunteering programme, which is open to all. We particularly welcome applications from people who have or have been affected by cystic fibrosis. Our process of recruitment is:

· Registering your interest for the role
· We assess your application and identifying your suitability for the role through a telephone discussion and/or an informal meeting 
· We collect references and confirm your start date

· We set up induction for you for when you join us

	How to apply and closing date
	To apply for this role, send us your up to date CV and covering note on why you are applying for this voluntary role by email to:

volunteering@cysticfibrosis.org.uk
The closing date is 10am Monday 25 March 2019.



	Additional information
	The Cystic Fibrosis Trust has policies in place to support our volunteering work.
For more information about our work visit www.cysticfibrosis.org.uk
If you have any queries, contact volunteering@cysticfibrosis.org.uk


