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Volunteer Administrative Support Assistant

CORE is looking to recruit a volunteer to offer support to the Administrator with the day to day running of the office. The volunteer will help with various tasks such as answering the telephone, greeting visitors, photocopying, mail outs and supporting the team with administrative tasks.
General skills & attributes: We are looking for a volunteer with good communication skills, who is computer literate, eg Word, Excel and Outlook and with good spoken and written English language skills. Ongoing training with the Administrator will be provided.
Availability: We are looking for somebody who can commit from ½ day up to 5 days per week.  CORE will pay towards reasonable transport cost and £5.00 per day towards lunch.  
If you would like to find out more about this position please contact Caroline Wilson or Khalida Hussain on 0131 467 7990 or email administrator@coregb.org.uk
Deadline for noting interest in this position is Monday 29th November 2010.
