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Job Description: Volunteer Administrative Assistant

Location: Stafford Office 
Reports to: Office Manager 
Time Commitment: Flexible (e.g., 1 day / 2 mornings per week or as agreed)
Duration: Ongoing, minimum 6 months preferred

About DFN

Dignity Freedom Network (DFN) is active across India. We work in large cities and in rural villages, with young children and new mums, with women who have experienced exploitation, and families facing discrimination and prejudice. We champion those that society sidelines, primarily those from low caste and tribal backgrounds. 
 
Indian colleagues and volunteers deliver impactful education, health, protection and vocational skills programmes - the ladder needed by those we seek to help to overcome the barriers they face. 
This work in India is supported globally by the mobilising of funds and awareness in offices around the world including the UK. 

Purpose of the Role

The Volunteer Administrative Assistant supports the day-to-day running of the office and helps ensure donors and supporters receive timely, professional and accurate communication. This role is ideal for someone who enjoys organisation, communication and general administrative tasks that keep a charity running smoothly.

The role provides practical administrative support to a range of organisational activities, helping to maintain accurate records, support office operations and contribute to a positive experience for supporters and stakeholders. It offers an opportunity to develop administrative skills while making a meaningful contribution to the work of DFN.

Key Responsibilities

Office & Administration Tasks

· Monitor the shared inbox and forward emails to the appropriate staff member. 
· Order office supplies and maintain stationery stock. 
· Assist with general filing and administrative tasks to support the smooth running of the office. 
· Support mailouts, including preparing letters and other communications. 
· Prepare and update standard documents and templates as required.


Database & Supporter Administration

· Add new supporter details and update existing records. 
· Maintain accurate supporter information and communication preferences. 
· Assist with updating databases and records. 
· Support the preparation of supporter communications and mailings. 
· Help maintain accurate records in line with organisational procedures.

Supporter and Donation Administration

· Record donations and maintain accurate records. 
· Assist with processing supporter information and financial records where required.

Person Specification

Skills and Qualities 

· Good organisational skills and attention to detail.
· Friendly and professional communication style.
· Comfortable using computers and willing to learn new systems.
· Ability to handle confidential information with sensitivity.
· Reliable, punctual and able to work independently or as part of a team.
· Commitment to equality, diversity, and inclusive practice.

What We Provide

· Full training in all systems and processes (including Harlequin).
· A warm, values-driven team committed to inclusion, learning, and positive change.
· A welcoming, positive environment where your contribution genuinely makes a difference.
· References and recognition for your contribution which will support you to access your next or first role.
· A chance to make the world a better place which is flexible and tailored to your availability.

How to Apply

Please send a short expression of interest explaining your experience and why you would like to volunteer with DFN to info@dfn.org.uk. If you have a CV, please include it with your application. We welcome applications from people of all backgrounds.
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DFN UK and Dignity Freedom Network are working names of Freedom Network International, a registered charity in England and Wales (No 1122937) and a charitable
company limited by guarantee (No 06256996). Registered office: Philanthropy House, Priestly Court, Staffordshire Technology Park, Stafford ST18 0LQ




