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Rosedale Neighbourhood House Inc

             
  

 2-8 Cansick Street (PO Box 168) Rosedale 3847         
         


 Phone 5199 2595        Fax 5199 2935
           


 Email: rosedalenh@wideband.net.au
Hours open:  Monday – Friday 9am - 4pm 

            



 Reg. No. A0018008R     ABN 53 336 928 219

                                                                                                                                                                           

Position Description:  Reception and Administration Volunteer
Overview
Rosedale Neighbourhood House Inc. is a not-for-profit community-based organisation. We offer educational, creative, recreational, and support programs based on the perceived or demonstrated needs and wants of our community.
Our vision is an inclusive, accessible, welcoming and friendly, active community asset where all feel valued. The House is run by the community, for the community with a team of volunteers, paid staff and Coordinators and a volunteer Committee of Governance. 

Organisational relationship
Volunteer Reception and Administration Workers are accountable to, report to, and take direction from the Rosedale Neighbourhood House Coordinator (or from a designated volunteer supervisor).
Responsibilities and duties
Training and support are always available to volunteers in their roles at Rosedale Neighbourhood House. Please make sure you ask for assistance where needed and feel confident you will be supported to grow into the role you have generously volunteered to undertake.

General Responsibilities of Reception Workers
· Welcome people and assist with customer service requests and enquiries

· Answer the phone, check emails and log phone and email contacts and messages and deal with them (within the scope of responsibility allocated by the Coordinator) or pass them on promptly and appropriately

· Provide correct information about courses and activities in response to queries

· Record and follow up on booking and hiring for rooms, equipment and the bus

· Keep accurate receipts of all money received – fees and charges, photocopying, room hire, donations etc. Includes using the EFTPOS machine.
· Provide appropriate documentation (pamphlets, brochures etc.) for visiting guests

· Regularly monitor assets, resources and grounds to ensure efficient and proper use, attractive, clean, tidy and risk-free environment and report on necessary repairs and maintenance. (Responsibility for reporting and following up on issues is with the Coordinator)
· Re-order and replenish office supplies when directed

· Ensure the Community Notice Board and reception area are neat and contain up-to-date information
· Other duties that arise within the scope of a Reception position.

General Responsibilities of Administration Workers
· Provide (and assist to develop) appropriate documentation and support for class leaders, tutors, instructors and visiting guests for classes and activities
· Assist and support tutors and instructors in the delivery of their classes (including set up and pack up)

· Assist with data entry, data updating and reporting as required
· Assist with promotion and advertising – including creating flyers and posters for activities and maintaining the website and the Term Brochure, including writing content, printing and distributing

· Other duties that arise within the scope of an Administration position.
General Responsibilities for all Volunteers

· Bring issues, problems or queries to the attention of the Coordinator for action

· Act within the scope of the position description and ask questions when unsure

· Contribute to a warm, informal, friendly and accessible environment

· Participate in and contribute to a supportive and inclusive work environment
· Represent the RNH at all times in a professional and welcoming manner

· Respect the confidentiality of information relating to house users, staff, families, etc. complying with the RNH Inc Privacy Policy.
Desirable Requirements
· A current Police Check and Working with Children Check (essential for over 18yo’s)
· Current drivers licence

· Experience in a similar position

· Adherence to RNH values, aims and objectives
· Ability to plan, work and manage time effectively 
· Ability to work cooperatively
· Good interpersonal skills and an ability to communicate effectively with the Committee, families, house users, other staff and professionals.
I, _______________________________, (name) have read the Reception and Administration Volunteer Position Description and agree to follow it during my time at Rosedale Neighbourhood House.
Signed: ____________________________________ 
Date: __________________

Print name: _________________________________

Parent/Guardian signature (if under 18): _____________________________________________

RNH Coordinator Signature: __________________________ Date: ___________________

Print name: _________________________________
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