VOLUNTEER ROLE DESCRIPTION & PERSON SPECIFICATION

Student Administration Assistant

HOURS: Ideally the volunteer will work 18 hours per week over 3
days, however, this is flexible so if you are able to commit
less time but are interested, please speak to the Volunteer
Co-ordinator about feasibility. Please note that we can only
take volunteers for this post who are available during office
hours (Monday to Friday, 9am-5pm).

NUMBER OF POSTS: 2 posts (one based in Brixton and one in Clapham Junction)
SUPERVISOR: Training Course Administrator (Brixton)
Outreach & Liaison Manager (Clapham Junction)
START DATE: Immediately
LOCATION: SHARE Community:

336 Brixton Road, London SW9 7AA or 64 Altenburg
Gardens, London, SW11 1JL

SHARE Community provides vocational training and education to disabled people. Our
centre in Clapham Junction offers Basic & Life Skills training, ICT training and
employment advice for adults with disabilities from across London. Our fast track centre
in Brixton is for people from across London who take part in training funded by various
public bodies, including the European Social Fund via London Councils.

SHARE works in partnership with other organisations in order to provide holistic training
schemes to meet a range of social and educational needs. The volunteer Student
Administration Assistant will support the Training Course Administrator/Outreach &
Liaison Manager to ensure that all the administration for our training schemes is carried
out effectively and efficiently.

Job Description

Main responsibilities

1. To support all of the administrative tasks relating to student administration
at either the Brixton office or the Clapham Junction office.

2. To add new data to databases as well as update existing information as
required.
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To assist the Training Course Administrator/Outreach & Liaison Manager
in filing papers in order to keep student records up to date and organised.

To answer the phone in a professional and helpful manner — this may
involve (for example) speaking to students making initial enquiries about
joining SHARE, existing students, partners of SHARE or staff members.

To support the line manager with printing and photocopying documents.

. To undertake any other tasks as may be reasonably required.

Person Specification

Desired Skills, Experience & Personal Traits

1.

Good IT skills and the ability to use the Microsoft Office suite effectively
and efficiently to carry out a range of tasks. This will include word
processing, use of spreadsheets, use of e-mail and the internet, and at
least one database package.

Excellent interpersonal skills, and the ability to relate positively and in a
non-discriminatory way to people at all levels, from a range of
backgrounds and communities, with and without disabilities.

Some experience of working within a modern office environment, and
maintaining efficient filing and administrative systems.

A professional phone manner is important.

Ability to work as part of a small team.
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