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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
	IT and Digital 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 who would like to build practical IT, technology and business support skills within a busy charity. Working with the Business Support team, the volunteer will support routine administration and learn how Solace uses its core IT systems. All tasks will be completed with guidance and appropriate access controls.
· Support day-to-day IT and technology administration under the guidance of the Business Support Manager.
· Assist with maintaining accurate laptop, mobile phone, printer and other equipment asset registers.
· Help update records when equipment is issued, returned, replaced or moved.
· Support the preparation, tracking and secure storage of equipment for new starters, leavers and existing staff.
· Assist with routine administration relating to Microsoft 365, core email and shared mailboxes, within approved permissions.
· Develop familiarity with Solace telephone and mobile phone systems and help maintain related records.
· Support the upkeep of user guidance covering secure email encryption, passwords, accounts and common IT processes.
· Assist with basic account and licence checks, escalating discrepancies or access requests to the Business Support Manager or IT provider.
· Help maintain organised IT stock, accessories and equipment storage areas.
· Support with the IT induction of new staff.
· Support updates to IT guidance, FAQs, checklists and the Tech Support information available to staff.
· Log and escalate routine technology queries. The volunteer will not make independent systems, security or account changes.
· Follow confidentiality, information security, data protection and acceptable use requirements at all times.
.

	Benefits to the volunteer

	As part of this role, you will have the opportunity to:
· Gain hands-on experience of Microsoft 365 and workplace email systems.
· Develop an understanding of telephone, mobile device and account administration.
· Learn how secure email encryption and information security are supported in a charity setting.
· Build practical experience of maintaining ICT asset registers and equipment records.
· Develop confidence in producing clear user guidance and supporting routine technology queries.
· Gain transferable administrative, digital and problem-solving 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

	· An interest in IT, digital systems and learning new technology.
· Good basic IT skills and confidence using Microsoft applications.
· Organised, reliable and able to follow agreed processes.
· Strong attention to detail and accurate record keeping.
· Good written and verbal communication skills.
· A clear understanding of confidentiality, professional boundaries and the need to protect sensitive information.
· A willingness to ask for guidance and escalate issues appropriately.
· Approachable, collaborative and non-judgemental.


	Training Opportunities
	An induction and role-specific training will be provided. Development opportunities may include Microsoft 365, core email and shared mailboxes, telephone and mobile systems, secure email encryption, information security awareness, asset-register maintenance and internal IT processes. Full support will be given to help the volunteer understand and carry out each aspect of the role safely and appropriately.


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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