[image: \\wpl3ds02.wpl3.local\SWA$\Public\WebDav\Communications\Branding & materials\Logos\Solace-Womens-Aid-logo.jpg]
Volunteer Role Description
Solace Women’s Aid supports women and children in London to build safe lives and strong futures, free from domestic and sexual violence and abuse.

	Role Title
	Head Office Support Volunteer 

	Service
	Business Support 

	Closing Date
	10.09.26

	Interview Date
	14.09.26

	Work Place Supervisor
	Business Support Manager 

	Location

	Camden Head Office 

	Commitment
	From one day a week (flexible) 

	Duration

	 6-12 months commitment 

	Role Description

	This developmental role is ideal for someone interested in facilities management, workplace health and safety and office administration. Working with the Business Support team, the volunteer will help maintain a safe, tidy and welcoming Head Office while learning how routine checks, records, contractors and office supplies are coordinated. 
· Support the daily upkeep of a safe, tidy, organised and welcoming Head Office environment. 
· Assist with daily office walk-rounds and promptly report maintenance, housekeeping or safety concerns. 
· Assist with the fire safety building induction of new staff
· Help complete and record agreed daily, weekly and monthly workplace checks using the relevant checklists. 
· Support incoming and outgoing post, couriers and deliveries, including sorting and distributing items appropriately. 
· Help prepare meeting rooms and shared areas and keep routes, workspaces and storage areas free from obstruction. 
· Maintain the contractor visit spreadsheet and help keep contractor attendance and maintenance records up to date. 
· Welcome contractors, notify the appropriate member of staff and follow site sign-in and access procedures. 
· Assist the Business Support Manager with coordinating agreed contractor visits, appointment details and follow-up records. 
· Monitor stationery, kitchen goods and refreshments and update stock lists so replenishment can be arranged. 
· Help keep stationery, kitchen supplies and facilities storage areas orderly and appropriately stocked. 
· Support general administration, filing, scanning, copying, printing and updating facilities and health and safety records. 
· Assist with reporting issues and tracking actions. The volunteer will not approve works, instruct contractors independently or take ownership of statutory compliance. 
· Support with the management of donations in Head office and across the organisation. 
· Follow confidentiality, safeguarding, health and safety and emergency procedures at all times. 


	Benefits to the volunteer

	As part of this role, you will have the opportunity to: 
· Gain practical experience of facilities management, workplace administration and routine health and safety checks. 
· Learn how contractor visits, maintenance issues and compliance records are coordinated. 
· Develop skills in record keeping, stock control, task planning and professional communication. 
· Build confidence working with staff, visitors, suppliers and contractors. 
· Understand how a charity maintains a safe and welcoming office environment. 
· Gain transferable business support and administration skills to complement your CV. 
· Contribute to a busy and diverse team within a feminist organisation working in the Violence Against Women and Girls sector. 


	Skills and Qualifications Required

	· Organised, reliable and willing to carry out routine tasks consistently. 
· Good attention to detail and accurate record keeping. 
· A practical, helpful and proactive approach. 
· Good communication skills and confidence interacting professionally with staff, visitors and contractors. 
· Able to follow checklists, instructions and escalation routes. 
· Comfortable using basic Microsoft Office applications and spreadsheets, or willing to learn. 
· An understanding of confidentiality and professional boundaries. 
· Approachable, collaborative and non-judgemental. 


	Training Opportunities
	Volunteers will be able to access Solace Women’s Aid’s induction and internal volunteer training programme. Full support will be given to help volunteers understand and carry out any aspect of the role as appropriate.

	Expenses
	As per our Volunteer Policy we will reimburse reasonable travel and lunch expenses. Travel expenses will be reimbursed at a maximum of £20 a day. Agreed lunch expenses up to a maximum of £5 will be reimbursed for those volunteering for over 6 hours in a single day.

	Lived Experience
	Solace recognises the expertise and perspective that women with lived experience bring to their volunteering roles. We also recognise the potential for re-traumatisation that may occur whilst volunteering. We will therefore consider each volunteer opportunity on a case by case basis, with a focus on the suitability of that individual for that specific role. Suitability for the role will be determined by the Service Manager at the point of interview and will not be solely based on the length of time elapsed since receiving a service. Women cannot volunteer for a service in the same borough as where they received Solace services.

	For more information
contact
	Volunteer Co-ordinator
Email: volunteering@solacewomensaid.org
Call: 020 3795 9220



At Solace we are committed to creating a diverse and inclusive environment for our volunteers. The Service Users we support come from all backgrounds and we want to reflect that in our volunteering team. We are happy to consider any adjustments you might need to support you in your role. If you would like to discuss this further with the volunteer team, please contact us at volunteering@solacewomensaid.org. This will not affect your application.
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