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Project Administrator x 2 Volunteers
Hours: Flexible minimum of * 2-4 days a month (role can be shared)
Location: Office based/Community Hub/Working from distance
Other: Opportunity for students to experience a working project for research/case study opportunities 
Subject related: Health & Social Care, Psychology, Mental Health & Wellbeing, Community Care
We are looking for a Project Administrator(s) to support our community project. This role will suit a administrator(s) who would like a challenging and busy role with plenty of variety.

This is a part-time volunteering role, with working hours 8 hours that can be shared on a rota basis of 4 hours each, operating on a shared pattern for two applicants Working hours will be 8 hours covering 2-4 shifts per month between the hours of 09:00- 5:00pm we are flexible on time. 
GROAD collects donations at the project’s community hubs and collection services from the community. Donations of pre-loved items such as clothes, shoes, and household goods are redistributed to people and families in need, helping members of the community and diverting items from our city’s landfills. 
GROAD facilitates several community projects, such as ‘Open House’, Rough Sleepers and ‘Refugees & Asylum ’, “Parent & School Drop Off”- an opportunity for schools and families to assist the project with donations, which are then dispersed to individual projects. All areas needing administraton support to coordinate, we propose two administrators would share the duties.
Full training is provided alongside support from the project coordinator.
Duties and responsibilities:
· Welcoming, registering and directing service users, stakeholders and community support teams and local authority teams.
· Processing client data, respond to emails and communications.
· Booking and follow up appointments.
· Organising and maintain the project diary/calendar.
· Managing the confidential of all information privacy and GDPR client/user group
· Undertaking various clerical duties

Who we're looking for:
· Individuals who is highly organised and accurate and works well to tight deadlines

· Experience in a similar environment would be beneficial but by no means necessary as full training will be provided

· An excellent communicator

· Experienced in using an in house computer software package

· A team player confident in interacting across a diverse range of people

