	Volunteer Role Description

Reception Support 
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A Disclosure and Barring Service (DBS) check is not required for this role. 
If you are interested in this role or would like further information on any aspects of our work then please contact: 
Simon Stead (LASC Receptionist and Administrator)

Tel: 01527 903 903
Email: simon.stead@stroke.org.uk
Role Summary


Running an organisation the size of the Stroke Association is a huge undertaking and our hundreds of offices around the UK ensure that we run smoothly.  As a Reception Support Volunteer you be the first contact for callers and visitors to the Centre. You will provide support to the Receptionist on duty and interact with Service users.





Tasks this role can include:


Welcoming Staff and Visitors to the LASC building and displaying a high level of customer service. 


General reception duties such as using a switchboard telephone and forwarding calls to the required individual.


Printing and distribution of activity lists, information packs and resources for services, events or meetings. 


Good knowledge of Microsoft Office Software and Excel spreadsheets. 


Data input and other computer based administrative tasks.


Taking payments for activities and events.





This might be the role for you if:


You are able to use office equipment and relevant computer software.


You are able to communicate effectively in writing, over the phone and in person.


You have an ordered approach to administrative functions.


You are thorough with a good eye for detail.


You can prioritise tasks based on service needs. 





The benefits for you:


Practical experience of working in a Reception environment and being part of a team.


Interacting with Staff and Service users from across the organisation. 


An opportunity to enhance your CV or learn new skills.


An opportunity to find out more about how charities such as the Stroke Association operate.





Support and training provided:





Mandatory Training (Volunteers MUST complete this training to perform the role)


The Stroke Association Volunteer Induction (face to face - full day).


Information governance module (on STAR - approximately one hour). 





Ongoing Support and Training


Ongoing and regular training and support as the role requires.


Induction area on STAR.


Out of pocket expenses are reimbursed.





Location of the role:


Life After Stroke Centre, 


Church Lane


Bromsgrove


B61 8RA





When you would be needed:


The Reception operates from 9am to 5pm, Monday to Friday. 


Volunteering hours are flexible, based on service need.  
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