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VOLUNTEER ROLE DESCRIPTION

Volunteer Receptionist – Orford House, Coulsdon (Surrey)

RESPONSIBLE TO:	Care Home Registered Manager 

LOCATION(S):           	Orford House - Coulsdon

DAYS AND TIMES: 	Flexible across weekdays, evenings and weekends


Friends of the Elderly has been supporting older people for over 100 years. 

Our Vision
We aspire to a society where all older people have the opportunity to live fulfilled lives.

Our Mission
We will do this by delivering services personalised to individual needs and integrated with local communities. 

Our Values
We will always:
· Promote wellbeing
· Strive for excellence
· Treat people with respect
· Keep everyone safe

Volunteers are a huge asset to Friends of the Elderly and enhance the work that we do. We have a range of opportunities for involvement and encourage volunteers to think about their skills and talents and how they can use them to support the older people in our homes and services. 


Main Purpose of the role

[bookmark: _GoBack]You will be based at our Coulsdon care home, Orford House, and you will be answering and redirecting telephone calls to the home. 
You will also be welcoming visitors to the home, be it family & friends of residents, prospective residents, people attending meetings, or contractors for example.
You may be dealing with delicate matters and those that are highly emotive so need to be sensitive and professional at all times.  






We are looking for someone who:

· Has a polite and welcoming manner
· Is professional at all times
· Works well under pressure
· Has empathy and an understanding of the needs of older people
· Enjoys spending time with older people
· Works well with others

Experience required for the role:

· Good IT skills including using Microsoft Office
· Excellent phone manner

Experience desirable for the role:

· Has volunteered or worked in an office environment
· Has volunteered or worked in a care home or care setting
· Has volunteered or worked with older people, including those with dementia


Why volunteer for us?

You will have ongoing support in your role as a volunteer including regular supervisions and annual appraisals.
If there is any training you need for your role you can talk to your volunteer manager about pursing this. 
The role is fairly flexible and hours and days can be discussed with your volunteer manager. 
You will have the opportunity to meet other volunteers.
You will, if you wish to, receive regular updates from the charity.
We have policies and procedures that guide you, as a volunteer, and you will be given an overview of these at your induction and the opportunity to read them all in full if you wish. This includes our Safeguarding of Adults policy. 

Training and Other Requirements

All of our volunteers will receive an induction, and further support and advice will be provided by your volunteer manager as needed.

As the role involves working with vulnerable adults, you will need a Disclosure and Barring Service (DBS) criminal records check. This is free for volunteers. 

Time and Commitment

There is a degree of flexibility in the role to suit the availability of volunteers and we will discuss this with you. It is most helpful to both sides if you can commit to a minimum of three months.


Process for application

· Please complete an application form and return to hello@fote.org.uk.
· A Disclosure and Barring Service (DBS) criminal records check. 
· You will need to provide two good references.
· You will have a volunteer induction.

Once all the above have been successfully completed, you will be able to commence your volunteering role.

Confidentiality

All volunteers must respect the confidentiality of any matters they may learn in the course of their duties relating to service user, staff and the general public as well as matters of business concerning the Charity. 

The duties and requirements in this job description are not exhaustive and amendments and additions may be required.  





To find out more or to register your interest, please send us an email on hello@fote.org.uk or call us on 0330 332 1110. 

To apply, please complete a volunteer application form and send it to us via email on hello@fote.org.uk or post it to –

Friends of the Elderly
The Hub
40-42 Ebury Street
London
SW1W 0LZ
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