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 The role description of volunteer: My Time Administrator
About Every Parent & Child: 
Every Parent & Child is a registered charity working for the benefit of children, young people and families in the London Borough of Enfield and surrounding areas. 

EPC has been awarded three year funding from BBC Children in Need to provide the My Time Counselling Service.  
The Service will support children and young people (5–18 years old), at risk of mental health issues, such as low self-esteem and confidence levels, anxiety, difficulties verbalising and regulating their emotions.  The Service will also support the parent/carer of the referred child/young person with wellbeing through provision of peer support and training.  
The project aims to offer children and families in our community opportunities to express and manage their emotions positively, develop healthy relationships and thrive.
Purpose of the role:
To provide administrative support to the My Time Counselling and training Service.
Have you got the following skills & experience?
· Ability to use Microsoft office package – Word, Excel, Outlook with email software - to intermediate level
· Good verbal communication skills both over the phone and face to face
· Ability to communicate well with individuals from all backgrounds
· To be able to work independently and as part of a team
· Are you 18 +



What will the role of an administrative volunteer involve?
· To be the first point of contact for incoming calls to My Time, take and process messages as appropriate
· To send out referral forms and information leaflets/publicity flyers to parties wanting to refer into the Service
· To input and update client data on the Service database (you will receive training on CharityLog database)
· To assist with the design of publicity flyers, leaflets and documents, sending out publicity flyers to enquirers 
· To support the day to day running of the Service by carrying out such other duties as may from time to time be necessary to its efficient function. 

How much time should you offer? Where will you be based?
· 7-14 hours per week all year through  
· Community House, 311 Fore Street, London, N9 0PZ

What will we expect from you?
· Commit to volunteering with us for at least 6 months
· Perform your volunteering role to the best of your ability.
· Maintain the confidential information of the organisation and of its users.
· Read and comply with EPC’s policies, procedures and guidelines.
· Attend any training relevant to your duties.
· Act in a professional way whenever you represent EPC.
· Raise any concerns at the earliest opportunity.
· Give us as much notice as possible should you be unable to attend or carry out your volunteer role with us anymore.
What will you get in return? 
· Training, support and supervision
· The opportunity to learn new skills and meet new people
· The satisfaction that you are helping people through difficult times 
· Getting invaluable work experience 
· Developing new skills and putting existing skills to good use 
· Travel expenses between home and volunteering place will be a reimbursement of public transport costs or 40p/mile car allowance – paid monthly.  There is also a daily lunch allowance of £5.
· Job references for you after six months volunteering with us
This role is subject to a Disclosure and Barring Service (DBS) check. EPC will reimburse fees after continual volunteering with us for a period of 3 months.  
Who should you contact? 
If you would like to apply please download the application form from https://www.epandc.org.uk/volunteer 
If you require further information regarding the role please contact Pauline Walker  (working hours Monday to Friday) by emailing Pauline.Walker@epandc.org.uk or calling 0794 4855297
EPC is committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment.  We have Child Protection and Safeguarding procedures that must be followed by volunteers and staff. 
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