Carers Manchester Admin Support Volunteer

Who we are:
At Carers Manchester we support Manchester’s unpaid carers through our network of partner organisations and our Contact Point helpline. We are looking for volunteers to support us with online admin duties, completing referral forms and short applications for emergency grants. This administrative support ensures the smooth running of our carers support services.
Admin roles at our city centre office may include:  
· Completing referral forms to the Council. 
· Completing referral forms to other carer charities. 
· Completing short forms for grants. 
· Creating factsheets of available services for carers living in Manchester to be included on our website.
· Providing admin support for Carers Manchester projects such as Concerts for Carers
· Support processing applications for Carers Identification Cards and preparing packs 
· General admin support

Will this role suit me? Yes, if you are:
· Happy to get stuck in and can commit to volunteering at our city centre office. 
· Looking to be part of a small, friendly and dedicated team.
· Confident in your IT skills and know your way around Word, Excel, Outlook and Powerpoint 
· Confident when sorting and assembling information. 
· Keen to develop administrative skills required to help with more of the technical parts of the roles. 
· Reliable and punctual.
· Committed and passionate to learn about and support unpaid, family carers. 

Your Time 
Contact Point admin duties are carried out throughout the week. The Carers Manchester team work in a hybrid manner. This means we meet regularly at our city centre office on Mondays, Tuesdays and Thursdays between 10am – 3pm.   
It would be fantastic if you are able to join us at the office for one admin volunteering shift each month. If you feel this is the right volunteering role for you, we can work flexibly and arrange to meet you at the office Monday to Friday between 10am and 3pm.   
What can Carers Manchester offer me as a volunteer?
· Induction information to prepare you for your role, a briefing at the start of each packing session, and lots of on-site support and guidance from our experienced staff team who will be running the day.
· Agreed out of pocket expenses to be reimbursed, in line with Carer’s Manchester policy.
· The chance to get to know new people and to be part of a small, friendly and dedicated team.
· To develop new skills and knowledge about adult carers living in Manchester.
· The satisfaction of knowing you will be supporting those who spend a lot of time supporting others.
Applying for this volunteer role can provide access to additional administration opportunities within Carers Manchester
If you are eager to get involved, please fill out a Carers Manchester Volunteer Application form by clicking the link. 
Or you can download a copy of the application form and send it to us by emailing volunteering@carersmanchester.org

