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VOLUNTEER OPPORTUNITY DESCRIPTION
	Role 
	Volunteer Receptionist / Administrator 



	Pecan Address


	Pecan Ltd, 121a Peckham High St, Peckham, SE15 5SE

	  
Contact person for recruitment of Volunteers


	  

Val Freeman - 020 7732 0007 

	Centre Location
	Pecan, 121 Peckham High St, Peckham, SE15 5SE



	Directions
	By rail: Peckham Rye  - turn left up Rye Lane towards Peckham High Street.   Turn right at the end of Rye Lane.  We are on the left, next door to the Post Office, on the corner of Mission Place.

By bus routes: 12, 36, 37, 63, 78, 171, 343, 363, P12, P13



	Centre  Manager 
	Ben Stansfield  – 020 7732 0007



	About our Peckham Centre


	Pecan is a charity whose vision is “Transforming Lives, Transforming Communities” by enabling individuals to achieve their full potential.  At our Peckham centre we run an open IAG service (Information, Advice and Guidance) for anyone coming in with an enquiry, as well as EPC courses (Employment Preparation courses) for those seeking employment.  We also run a literacy course, as well as a service to ex-offenders and their families.  Staff will be available to give support and advice to volunteers at all times. 



	Times
	To be negotiated but Reception is generally open Mon – Fri, 9am - 5pm.  Volunteers would be asked to give a minimum of a half day, but more would be helpful.



	About the Volunteer Role
	Volunteers are vital to the success of the Centre as we aim to welcome visitors and students in a professional manner.  You will also assist with administrative tasks.

The purpose of this role is…

· To be a welcoming, friendly and efficient first point of contact for callers to, visitors to and clients of Pecan.

· To ensure that telephone calls are dealt with in a professional manner, efficiently passing callers on to the appropriate person responsible for dealing with the query, taking messages, as appropriate.
· To receive people, offering refreshments as appropriate and directing them to the correct person or destination.
· To ensure that the reception area is welcoming, friendly, clean and tidy.
· To be responsible for receiving and checking mail and deliveries, signing for receipts and notifying the addressee of arrival.



	Characteristics and Skills 
	Good interpersonal skills 

Confident in reading and writing

Basic IT skills

Good organisational skills

Able to multi-task



	Arrangements
	Age/Gender Restrictions                            No

Disabled access                                        Yes

Equal Opportunity & Diversity Policy           Yes

Expenses         Travel/lunch covered*
Induction                                                 Yes

Insurance cover                                        Yes 

Training                                                   Yes

* Lunch up to £5 is covered for volunteers working for 4 or more consecutive hours.


