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Emmanuel House Support Centre
53-61 Goose Gate, Nottingham, NG1 1FE
admin@emmanuelhouse.org.uk
www.emmanuelhouse.org.uk
0115 950 7140
Charity number: 1077424
Volunteer Role: Administration
Main responsibility: Assist with administrative tasks at the support centre.
Tasks might include, but are not exclusive to:
· Answering the telephone
· Using IT to create documents such as posters 
· Photo copying
· Data input 
· Filing
· Counting cash 
· Assisting with marketing and communications 
· Opening post
· Taking minutes at internal meetings
· Providing admin support to working groups such as our Health and Safety group, or the Equality, Diversity and Inclusion Group.
Minimum commitment of one morning or afternoon per week. 
Location: Emmanuel House Support Centre, 53-61 Goose Gate, Nottingham, NG1 1FE
Entitlements:
· Travel expenses can be reimbursed 
· New volunteers receive a full induction and on-the-job training
· Volunteers supported by staff on site
To register your interest or make an enquiry, contact Emmanuel House:
· Tel: 0115 950 7140 
· Email: volunteering@emmanuelhouse.org.uk  
· Download an application pack: www.emmanuelhouse.org.uk/volunteering
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Sharing the journey




