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	Role title

	Administration Volunteer – Membership & Supporters

	Purpose of your role

	To support our Membership team with database administration and mailings.

	Type of work you will be involved with

	We need additional help to support our Membership Team and keep our work running efficiently.  The tasks we need help with are listed below.

Mailings: Putting together mailings to our members: membership cards, renewal notices, 
making membership packs for new members

Data entry: Creating records for new supporters on our database

Other office tasks as and when needed.
You may also be assisting other staff within the Trust when they have a need for administrative help.


	Skills and abilities you will be using in your role

	Happy to work in a quiet environment within a small team

Prepared for much of the work to be routine/repetitive

Excellent concentration and accuracy when handing our supporters’ personal details

Able to provide 2 references

	You will be based at

	Bewick House, Thorpe Road, Norwich 

	Times/days we would like you to be available - this can be flexible

	One half day per week, Monday or Friday.

	Benefits to you

	Office work experience

Opportunity to learn more about the work of the trust and the membership/admin office

A friendly environment to volunteer in
Out of pocket expenses

Making a difference to our quality of service and ultimately to Norfolk’s wildlife



	Your supervisor

	Senior Membership Administration & Data Officer

	Notes/special requirements

	


