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       Reception Volunteer
Location
Suffolk Refugee Support office, Ipswich
Day and time
Monday mornings, Tuesday mornings, Friday mornings, Friday afternoons. 3 hours a week.

About this role 
To create a welcoming and supportive environment for people using SRS services 
To answer the door and phone and welcome visitors

You'll be part of a team of dedicated and friendly staff and volunteers.
Responsible to 
Advice Service Manager






Advice Team & Office Administrator


Our Advice Service has developed in response to the many and complex problems experienced by asylum seekers and refugees as they adapt to life in the UK. We offer advice covering an extensive range of issues – from health to housing, immigration and asylum issues and family support – for people newly arrived in Suffolk and those who are more settled.




Main tasks: 




· Answering the door and welcoming visitors 

· Answering the phone and passing on messages

· Monitoring the answerphone

· Updating client database
· Making appointments 
· General admin tasks
· Uphold Suffolk Refugee Support Aims and Values
· Commit to Suffolk Refugee Support policies and procedures

Personal Qualities 

· ESSENTIAL: Able to commit to a regular weekly shift

· ESSENTIAL: Excellent written and spoken English

· Enjoys working as part of a small team

· Enjoys meeting people
· Calm and patient

· Friendly and welcoming 

· Reliable
· Confident using IT, Internet and Smartphones

· Empathy and understanding of issues around refuge and asylum
· Lived experience of asylum or refugee status is helpful but not essential
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