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CARE IN A VIBRANT COMMUNITY




Volunteer Role – Our Expectations
Volunteer Role Summary:

Assist in greeting all visitors and callers to St John’s Moorside Nursing Home in a polite, professional and friendly manner, taking incoming telephone calls to the office, transferring them to appropriate members of staff, and undertake reception tasks.

Usual Volunteer Hours:


Week-day morning and weekend hours available, and staff holiday cover if a volunteer is available.
Uniform:


St John’s Winchester logo polo shirt and volunteer badge. Smart casual clothing.
Main Volunteering Tasks:


· Be the Charity’s first point of contact at St John’s Moorside for contractor and visitors.
· Chat and engage with staff members, residents and visitors.

· Answer incoming calls.

· Support the staff with light administration tasks.
· Support office staff with emails, photocopying, hand deliveries, post, and general office administration.
General

· To maintain the values and mission of the Charity.

· To operate within the guidelines of all the Charity’s relevant policies and procedures.

· To familiarise yourself with the Charity’s Office Guide for Volunteers.

· To attend all training sessions appropriate to your volunteering role.
· You may be required to undertake a DBS check for your role. 
· This document is not a legally binding contract between the volunteer and the Charity.
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