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Appointments Admin Volunteer
Time commitment: 1-2 days per week, 6 months minimum 
Reports to: Appointments Lead
About the Helen Bamber Foundation Group
The Helen Bamber Foundation (HBF) is a human rights charity based in London which was founded in 2005. Our specialist team of therapists, doctors and legal experts have an international reputation for providing therapeutic care, medical consultation, legal protection and practical support to survivors of human rights violations.
HBF grew from the recognition that people who have suffered prolonged inter-personal violence – whether from human trafficking; war; community, domestic or gender-based violence – present with similar physical and psychological symptoms to torture survivors and experience the same complex and enduring responses to their trauma.
We offer our clients a Model of Integrated Care, providing legal, medical, psychological and welfare support, as well as an Integration Programme which includes arts-based groups, and skills-based classes such as English and IT. Through this, we help our clients to develop a sustained recovery from extreme trauma.
Asylum Aid, (previously merged with Migrants Resource Centre under Consonant) is, and has long been, a leader in the Immigration and NGO sector: providing high-level legal and welfare support to ensure the protection of vulnerable refugees, asylum seekers and migrants. Since August 2020, Helen Bamber Foundation and Asylum Aid have combined efforts to support the vulnerable asylum seekers and refugees who need us the most, operating as two separate entities under a group structure, known as the Helen Bamber Foundation Group.
About the role
We are seeking a proactive and organised Appointments Admin Volunteer to support the Appointments Lead of client appointments across the Helen Bamber Foundation. This role will play an important part in supporting the smooth running of appointment scheduling, improving communication with clients, and helping to reduce missed appointments. You will work closely with the Client Services team and wider multidisciplinary teams to support effective appointment management.

Main tasks and activities
Appointments Coordination
· Support the scheduling and coordination of client appointments, including Initial Assessments and follow-ups 
· Liaise with staff, clinicians, and relevant teams to assist in organising appointment availability and ensuring effective use of appointment slots 
· Assist in contacting clients via phone, email, or text (including WhatsApp where appropriate) to confirm appointments and provide reminders 
· Support the updating and maintenance of appointment trackers, spreadsheets, and shared calendars to ensure accuracy and consistency 
· Help ensure client contact details are accurate and regularly updated on internal systems 
· Assist in the booking, rescheduling, and cancellation of appointments, ensuring all changes are communicated clearly to relevant parties 
· Support the preparation and coordination of virtual appointments, including setting up and sharing meeting links (e.g. Teams, Zoom) 
Data & Administration
· Support accurate and timely record keeping within the Client Management System (CMS), ensuring all appointment-related information is recorded correctly.
· Assist with maintaining and updating spreadsheets, appointment trackers, and internal databases to ensure data is current and reliable 
· Support the team in monitoring data quality and flagging any inconsistencies or missing information 
Interpreter Coordination 
· Assist with booking interpreters for appointments where required, ensuring requests are communicated in a timely manner 
· Support maintaining accurate and up-to-date interpreter contact lists and availability records 
· Assist in confirming interpreter bookings and sharing relevant appointment details where appropriate 
General Support
· Provide support to the Client Services and Operations team as needed 
· Assist with reception cover where required
Skills and experience needed
Excellent communication skills with a high standard of written and spoken English;
Excellent interpersonal skills; Empathetic and understanding.
Computer literate with experience of Microsoft packages;
High attention to detail and accuracy;
Punctual, reliable and self-motivated with a positive, ’can-do’ attitude;
Ability to deal sensitively and in a warm, friendly and appropriate manner with clients who have specific needs;
Ability to multi-task and prioritise tasks within a time-pressured environment;
A high level of discretion and confidentiality given the sensitivity of the information and nature of the work;
Understanding of, and commitment to, the objectives of the Helen Bamber Foundation.
What you will get out of the role:
A better understanding of asylum seeker and refugee processes in the UK;
Stronger administrative skills;
An ability to multi-task between competing priorities;
Experience of working with a multi-disciplinary team in a Human Rights charity;
Ability to process large amounts of data and prioritise or categorise it;
Ability to manage multiple busy calendars at the same time.
Equal Opportunities 
We are committed to attracting and recruiting diverse candidates because we are keen to make sure that all our staff, trustees, volunteers and ambassadors reflect the communities we serve and the wider community we work in. We genuinely welcome and encourage applications from candidates from range of backgrounds, especially people of colour, people with disabilities, people from low socioeconomic backgrounds, refugees, stateless people and others with lived experience of forced migration or trauma who are under-represented in our organisation. 
Please note that successful candidates will be offered the volunteer position subject to a DBS check.
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