Helen Rollason Cancer Charity

N

Retail — Office Volunteer

Purpose of role:

Helen Rollason Cancer Charity is a community-based charity seeking to support
those living with or impacted by a cancer diagnosis. We are currently looking for an
office volunteer to help with retail administration tasks. As part of your role, you will
help the retail team to manage incoming paperwork and documentation from our
shops and/or support with our regular donation days to process stock.

Key responsibilities:

Processing documentation, using our back office till system
Scanning and uploading of files
Manual filing of documentation
Ad-hoc administrative processes to support the retail team

Personal skills:

Reliable, well organised, ability to pay attention to detail

Excellent communication skills

Ability to work as part of a team with both staff and volunteers, with a positive,
enthusiastic approach to teamwork

Willingness to learn new processes and systems and to get hands-on and
involved with a variety of tasks

Basic level of proficiency with IT packages, including emails, Microsoft Word
and Excel, and openness to learn new IT skills

Comfortable using a printer and scanner



