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Volunteering Opportunities in the Admin Office

TCA exists to provide services to people of all ages affected by their own or another’s substance misuse.  
We, in the admin office, are the first port of call for everyone who contacts the agency whether it is by telephone or personally calling at the office for a business meeting, information or a counselling appointment etc.  We must therefore provide a warm, friendly but at the same time be effective and efficient welcome.

Admin volunteering is a two way stream where we will do our level best to provide you with admin skills,  the experience of working in a busy office and/or any other administrative attribute you might want to achieve which will lead to an increase in self confidence which in turn will be advantageous in dealing with life in general and to seek and secure paid employment.  We can also help your learning progress if you are currently attending IT training.  
In return we would expect from you a commitment of your time, person skills, and to commit to TCA policies and procedures.
We look forward to working with you as every individual brings something good to the agency.
Please don’t be put off by the extensive list below as your learning will be broken down to manageable bites.
	1 Policies

· Confidentiality

· Health & Safety
· Fire Alarms
· Fire Extinguishers
· Accident Book
· Evacuation Drill
· Panic Alarms
· First Aid Boxes

· And many others 
2 Alarms

· Recognition 

· Action

3  Telephone

· Greeting

· Transferring Calls

· Extension Numbers

· Messages

· Answering Machine

· Crisis Calls

4  Counsellors

· How to access

· Where they Counsel

5  Greeting Clients

· Welcome

· Hospitality

· Confidentiality       

· Recording

· Counselling Rooms

6  Meetings and Rooms

· Setting up rooms
· Refreshments
· Shopping
· Counselling Rooms
· Heating
· Cleanliness
· Setting


	7  Manual Office Procedures

· Office Equipment
· Photocopier
· Binder
· Laminator
· Shredder



· Mail
· Incoming
· Outgoing
· Postage
· Recording 
· Posting
· Deliveries


· Client Files
· Filing
· Pull Files
· Messages
· Archiving 
· Shredding

· Diary
· Recording  Appts    
· Booking Rooms       
· Outcomes
· Petty Cash
· Policy
· Procedures
 8 Computerised Office 
    Procedures              
· Typing letters and reports to/for
· Clients
· Referrers
· Court
· Employers

· Database
· Data entry




Whatever your role in the organisation, there is a shared core vision of work and we hope that you will feel welcome within TCA.[image: image2.png]
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