
 
 

Support Services – Welcome 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 a 

Receptionist/Desk volunteer who will help our Support Services team to deliver an 

excellent and welcoming client experience in our support centres. As part of the role, 

you will support the day-to-day running of our centre, interacting with clients and 

welcoming them to our centre. 

Key responsibilities:  

General Jobs: 

• Welcome clients who enter the centre and direct to the desk 

• Check clients in on appointment system upon arrival, and ensure other 

visitors complete the signing in sheet 

• Offer tea and coffee after treatments unless they have a long wait 

• Chat and talk with clients and their friends/relatives who may be waiting 

• Empty bins at end of day and place in outside bins 

• Keep centre tidy e.g. clear away mugs, tidy leaflets/magazines 

• Top up leaflets and cards 

• Complete end of day checklist to ensure centre is left clean, tidy, safe and 

secure for the next day 

• Set up community room or centre with tables, chairs, tea/coffee/refreshments 

etc. for relevant support group and ensure registers are taken for drop-in  

Utility / Kitchen / Toilets: 

• Empty and refill dishwasher 

• Help keep kitchen area tidy 

• Wash and tumble dry laundry 

• Fold and replace towels in shelves 

• Top up toilet roll, hand wash and towels in toilets 

• Notify admin of any supplies running low 

Admin: 

• Pass information to administrators for clients to be booked on to in-house 

support groups and direct clients to book external support groups with 

providers 

• Ensure all donations are logged and secured 

• Filing of client records 

• Sort and organise files for next day of appointments and place into therapist 

files with correct assessment sheets 



 
 

• Answer phone and take messages or resolve any queries. 

• Re-direct / forward calls to other departments e.g. fundraising where needed. 

Personal skills: 

• Excellent communication skills, comfortable communicating with new people 

• Dynamic, flexible and adaptable to changing conditions and situations 

• Ability to work as part of a team with both staff and volunteers, with a positive, 

enthusiastic approach to teamwork 

• Willingness to get hands-on and involved with a variety of tasks 

Please note that for this volunteer role you will be required to have a DBS 

check completed. 

 


