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ST CATHERINE’S HOSPICE

VOLUNTEER ROLE 

	Volunteer Title:
	Catering Administration Assistant

	Department:
	Catering

	First Line Contact
	Commercial Catering Manager / Catering Administrator

	Location:
	St Catherine’s Hospice/The Mill Café 


	General Description 

	To provide administration assistance to the team.  Duties include:
· Answering telephone enquiries

· Use of ResDiary online booking system for the Mill Café 

· Printing function sheets, menus and other necessary paperwork

· Typing rotas

· Some cash handling / taking telephone card payments
· Inputting data
· Ad hoc miscellaneous administration tasks



	Key skills and abilities

	· Ability to work as part of a team and sometimes alone
· Good communication and interpersonal skills

· Good organisational skills

· Good attention to detail

· Good IT skills

· Reliable
· Good admin and organisational skills

· Some cash handling / card payment experience




	Hours

	½ a day per week.  Time commitments will be discussed and agreed.



	Other Duties

	To undertake any other duty within your ability and within reason, as may be required from time to time, at the direction of your line manager. 




PERSONAL GRIEF

Any personal grief resolved sufficiently to perform role and cope in palliative care setting

CONFIDENTIALITY

You should be aware of the confidential nature of the Hospice environment and/or your role.   Any matters of a confidential nature, relating to patients, carers, relatives, staff or volunteers must not be divulged to any unauthorised person.

DATA PROTECTION

You should make yourself aware of the requirements of the Data Protection Act and follow local codes of practice to ensure appropriate action is taken to safeguard confidential information.

