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African Community Centre Asylum Seekers Community Transport Scheme

ASCTS Volunteer Administration Role Description

This is a list of potential duties and responsibilities for an administration assistant with the ASCTS. Depending on your experience and confidence you may only do some of these tasks when you volunteer. You should only do what you feel comfortable doing and communicate this with the project manager. This list is not exhaustive and you may be given additional tasks by the project manager.

· Greet all clients in person or over the phone in a friendly and courteous manner:
· Answer the door when the doorbell rings.
· Ask how you can help.
· If you can provide the needed information please do, or direct them to an appropriate staff member.

· Take phone messages as required and give them to the appropriate staff member.

· Registering ASCTS participants:
· Explain the ASCTS scheme.

· Complete participant registration forms.

· Issue user agreements and unique participant number cards.

· Enter participant data into database.

· Receive and process journey bookings for the scheme:
· Accurately record requested bookings. 

· Contact drivers to arrange journeys.

· Text participants to confirm journeys.

· Send reminder texts to participants. 

· Read and reply to any other messages on the ASCTS mobile.
· Read and reply to emails via the info@africancommunitycentre.org.uk account.
· Use Microsoft Office programmes as needed.

· Keep detailed and accurate records.

· Ensure all data is kept private and confidential and processed appropriately by adhering to our Data Protection and Privacy policies. 

· Follow all health and safety guidelines in regard to the ACC Health and Safety Policy as well as adhering to all risk assessments applicable to your role.

· Follow all relevant ACC policies and procedures. 
· Attend appropriate trainings.
· Attend and take minutes at steering group meetings. Type up minutes. 
· Mentor new ASCTS administration assistants.

