Reception volunteer 
Responsible to:

Linda Needham 
Hours available:

10.00am – 14.00pm Mon-Fri
Purpose: 
To provide a reception service on the main Beacon Reception Desk 
Summary of Duties:

· Switchboard duties
· Answering Telephone & directing calls
· Taking messages 
· Meet & Greet Visitors

· Directing visitors around the building

· Administration Duties, including, photocopying, filing, data input, laminating,   sorting post, receiving deliveries.
The Role:

The role is bet suited to those who are comfortable with dealing with members of the general public.

Full training will be given with regard to duties, and layout of the site, for directing purposes.

No experience is needed however a polite and friendly manner is essential.

Please note: Any tasks carried out by a volunteer outside of the above guidelines, are done so at their own risk.


