VOLUNTEER JOB ROLE

VOLUNTEER JOB ROLE:

Events Assistant

SUPERVISED BY:


Events Officer 

PURPOSE:
To assist the Events Officer in organising and running challenge and dinner events. 
ACTIVITIES AND TASKS

· To assist with administrative tasks for Events. Duties include:

· Scheduling meetings, taking minutes and distributing paperwork as required.

· Photocopying

· Writing letters 

· Filling envelops 

· Preparing list/ timetables and plans

· To assist with Event preparation: 

· Attending all fundraising events to assist Events Officer.

· Compiling gift bags and information packs

· Organising refreshments

· Liaise with Event venue staff

· To encourage and motivate challenge event participants: 

· To cheer runner/swimmers on during the event

· To time competitors   

Skills & Qualifications

· Good teamwork skills essential

· Highly organised

· Good communication skills

· Enthusiastic and self motivated

· Proficient use of Microsoft Office

· Attention to detail

· Can-do attitude

Attendance

We are ideally looking for someone who can guarantee at least three days a week from about 10am – 4pm.  We will be flexible to help balance other commitments.  We will contribute towards travel and lunch expenses. 

If you are interested in this fantastic opportunity send completed application to 

human.resources@actiononaddiction.org.uk.

