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Oxford Head Injury Services
Volunteer Administrative Assistant - Role Description

Hours: Flexible — at least 5 hours one day per week
Location: Kennington, Oxford
Responsible to: Office Manager

Summary of role

To assist with a variety of administrative and organisational tasks to support Oxford Head
Injury Services staff across the charity, with guidance from the Office Manager and
Administrative Coordinator.

Duties

e Provide general administrative support, including writing emails, organising post and
printing, distributing information and keeping records.

e Ensure meeting rooms are in a clean and tidy condition and prepared with water and
refreshments for external visitors.

e Maintain and update computer records and paper filing systems.

e Opportunity to undertake some bookkeeping if interested.

e Talk with staff to ensure they have the resources they need to be able to carry out
their roles.

e Provide cover for incoming telephone calls in the absence of the Administrator/
receptionist.

Desirable Skills and Qualities
e Well organised and able to make good use of time.
e Calm, friendly, flexible and keen to help wherever needed.
e Knowledge of Microsoft Office (Excel, Word and Outlook).
e Attention to detail and accuracy.
e Ability to work independently and as part of a team.

Additional Information
e Thisis a volunteer (unpaid) role.
e Most tasks can be completed during the morning or afternoon, whichever is
convenient to you.
o All necessary equipment and resources will be provided.
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