Broads Authority Volunteer Services

Volunteer Role Description

Volunteer Role:
Administration Assistant 

	Your volunteer

Supervisor will be:
	The Head Navigation Ranger 


Location:
Dragonfly House, Norwich

Purpose of placement:
To work with our busy Waterways Team who 

are often out and about in the Broads and need some help back in the office with general administration 
Attendance:
(hours flexible)

Volunteer Duties and Responsibilities may include:

· Computer work including Microsoft Word and Excel.

· Taking minutes at meetings.

· Updating data bases.

· Liaison with other directorates.

· Filing
Desirable skills:

· Experience of data entry and computer literacy

· Good standard of education

· Experience of basic administrative work

· Good communication skills and ability to work as part of a team

· Ability to type
