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VOLUNTEER OPPORTUNITY DESCRIPTION
	Role 
	Volunteer Facilities Assistant

	Pecan Address


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

	Contact person for recruitment of volunteers


	Val Freeman - 020 7732 0007 

	Location


	Pecan Ltd, 121 Peckham High Street, London, SE15 5SE

	Directions
	By rail: Peckham Rye Station
By bus routes: 12, 35, 36, 12,36,37,63,136,177,197,345,363,P12,P13


	Role Supervisor 

 
	Phil Baldwin – 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, a mental health project called Aspirations and a Foodbank for those in crisis.  Staff will be available to give support and advice to volunteers at all times. 



	About the team
	The Support team provides practical support to enable our projects to run smoothly.  One element of this is taking care of our facilities and upkeep of the building. 


	Times
	Minimum 5 hours but ideally up to 10 hours per week (over 2 days).


	About the Volunteer Role
	Volunteers are necessary for the success of the team and staff aim to give as much support as we can. 
Tasks could include:
· Helping to ensure Pecan offices are well functioning, well maintained and safe

· Arranging for broken down items to be fixed as soon as possible
· Taking care of the appearance of the reception area and ground floor

· Helping with archiving, tidying and clearing
· General admin duties.


	Characteristics and Skills 
	· Good practical skills.

· Good organisational skills.

· Ability to communicate clearly.

· Good IT skills.
· Friendly and helpful.

	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.


