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	Post Title: 
Volunteer Administration Assistant

Responsible to: 
Volunteer Manager

Location: 
PO Box 397, Walton Hall
Milton Keynes
MK6 6BE

Hours of Work: 
Part time, 22.5 hours per week

Salary: 
£27,319 - £31,236 (pro-rata) 

Duration of post: 
Permanent

Where we are now
Open SU is a great employer. It is a progressive, compassionate, caring, and enjoyable place to work. We have talented and motivated people, a fantastic culture, and a united sense of direction. Staff feel very positive about their colleagues, and the supportive and caring organisation we have created. They are proud to be supporting students and to work on issues that really make a difference.

Where we are going
Whether it’s sexuality, gender, or any part of identity, we want staff to be able to bring their ‘whole selves’ to work and live authentically. We want to embrace the ever-changing nature of supporting students, whilst also helping staff keep a work life balance. We want to embrace technology and flexibility whilst also maintaining high quality outcomes. We want to be an employer of choice, somewhere people admire, respect, and want to work for.





About the Role
Volunteer Administration Assistant – Role Profile

Purpose of the role

In this role, you’ll play a vital part in supporting the delivery of our Volunteering Strategy, helping to ensure every student has the chance to connect, contribute and belong.

Core responsibilities of all Grade 5 positions
· Able to complete administrative tasks to a high standard e.g. prepare and send emails, take minutes, support calendar planning, build MS forms, post in teams, use Microsoft packages, adhere to financial procedures.
· Follow instructions for tasks related to specific role which may require some level of training e.g. upload news story to the website, schedule social media or use templates to complete work.   
· Engage in meetings and workstreams, sharing ideas for improvements on areas they are involved in.   
· Provide project support.   
· Proficient in use of digital tools, in particular use of office 365 in day-to-day work to support a hybrid working environment  
· Contribute towards team business planning and idea creation.  
· Manage inboxes and other digital systems e.g. social media or forms
· Supports recruitment of Grade 5 positions where relevant
· Support and contribute to a culture of openness, inclusion and ambition
Main duties and responsibilities
Developing Inclusive Volunteer Opportunities:
· Develop and create volunteer roles linked to Open SU initiatives which appeal to a wide variety of students, including disabled students
· Supporting the Volunteering Strategy Steering Group by maintaining an action log, updating terms of reference and working with the Volunteer Manager to deliver projects and initiatives within agreed timeframes.



	





About the Role
Volunteer Administration Assistant – Role Profile

Volunteer Services and Administration
Monitoring the volunteering inbox and responding to student and staff queries, signposting students to information about volunteering and supporting all students through the volunteer recruitment process.
Supporting the Volunteer Manager with daily administrative tasks.
Supporting the Head of Student Voice with general admin tasks and seasonal recruitments. 
Volunteer Care and Connection:
Acting as a point of contact for volunteers, answering questions, and providing ongoing support and communication to ensure a positive experience.
Proactively checking in with volunteers during their journey, not just during recruitment (e.g. onboarding, training, ongoing support, exit/thank you process).
Support the regular promotion and engagement of volunteering by collaborating with colleagues to develop and share a range of communications such as volunteering stories and resources across multiple channels e.g. OU Students Connect Volunteering chat, Volunteering Newsletter, LinkedIn and social media.
Recruitment and Welcome:
Assisting in the recruitment and onboarding process for new volunteers (sending welcome information, ensuring role clarity).
Completing pre-recruitment checks for volunteers.
Volunteer Experience Events:
Providing support during volunteer-led events and programs, ensuring activities run smoothly and volunteers are engaged and well supported.
Co-ordinating key events and schemes supporting the engagement and recognition of volunteers.
Evening/weekend working is occasional, planned in advance and supported with Time Off in Lieu (TOIL).
Building Connections and Promoting Volunteering:
Supporting the Volunteering Manager to build partnerships with internal and external stakeholders.
Volunteer Data and Information Management:
Maintain the databases of volunteers e.g. onboarding and offboarding of volunteers.



	


	Essential
	Desirable

	Education, qualifications and training

	Good general standard of education, with GCSE Level Grade A*-C in English and Maths or equivalent.
	Experience of Higher Education study and the issues students in the sector face. 

	Knowledge, capabilities and experience

	Experience in an office administration role. 
	Experience of dealing with people from a range of backgrounds and needs 
Experience of supporting students and/or volunteers.


	Experience of developing and maintaining effective office systems and procedures. 
	Knowledge of the work of the Open University Student Union. 
 

	Excellent communication skills.
	Understanding of accessibility and providing support to those who may have support requests.  





Assist in maintaining the Volunteering Zone on our website to ensure relevant volunteer role information, policies and procedures are available.
Collecting and collating volunteer feedback, surveys or evaluation data.
Maintain accurate records, files and reports (e.g. volunteer applications, statistics, feedback).
Assist with reporting on volunteer outcomes and impact, feeding into strategy development.
Safety, Legislation and Volunteer Standards:
Work with volunteers and colleagues to ensure that all volunteering activities comply with appropriate legislative and organisational policies and procedures, including health and safety; safeguarding; GDPR; DBS checks, and respectful ways of working.

Person Specification

















	Good attention to detail and the ability to identify salient points in complex text.
	

	Excellent administrative and organisational skills 
	

	Self-motivated and able to work on own initiative 
	

	Good interpersonal skills and emotional intelligence
	

	Able to learn and adopt new skills with a positive, flexible and adaptable approach to work 
	

	Digitally adept, agile and enthusiastic. 
	

	Additional requirements and special working conditions

	The role is hybrid with in-person working at the Milton Keynes office as required as business needs dictate. We are happy and open to discuss flexible working arrangements and reasonable adjustments; however, all staff are required to work on a Tuesday each week. 

	A flexible approach to work, including a willingness to work evenings and weekends by prior agreement with line manager. This will include a need to work occasional weekends to support face to face or online events within the portfolio.

	Commitment to equality, diversity, inclusion and accessibility.

	Commitment to own professional development.

	Commitment to environmental sustainability. 
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