Sue Ryder is looking for an organised and enthusiastic volunteer who can help us run an efficient administrative office at our Linen Fold service in Hickleton.

Depending on current needs, tasks may include:

•         writing up meeting minutes

•         administer HR paperwork eg reference requests, arrange CRB checks

•         update information booklets

•         general data entry & word processing

•         routine filing.

Ideally you will have:

•         good customer service skills.

•         good working knowledge of Microsoft Office software.

•         confident and articulate communication skills; able to communicate effectively face-to-face, via telephone and email, with people at all levels.

•         good written & spoken English.

•         basic numeracy.

Sue Ryder is able to reimburse travel expenses for shifts over 4 hours, and we can provide a reference for prospective employers.

This is a great opportunity to develop your office skills in a small, friendly team while helping Sue Ryder provide compassionate support to people living through the challenges of life-changing illness
