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Volunteer Facilities and 
Health & Safety Officer 
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	 Role:
	Volunteer Facilities and H&S Officer 

	 Reporting to:
	Office Manager, Leah Clohesy 

	[bookmark: _heading=h.k6df7gji59pr]Time Commitment:
	This is a flexible volunteer role requiring approximately one visit per month to complete scheduled health and safety and facilities checks. 

	 Location:
	Based at our office in Barnards Yard, Saffron Walden 

	 Role purpose:
	To support the Office Manager in maintaining a safe, well-managed and fully supplied office environment. The role combines monthly health and safety checks with basic facilities and stock management, ensuring the office remains safe, compliant and appropriately stocked for day-to-day operations. 






Key Responsibilities 
Health & Safety Responsibilities
· Carry out a monthly health and safety check of the office premises.
· Check and record the contents of the first aid box on a monthly basis, ensuring it is adequately stocked.
· Undertake monthly testing of the fire alarm system and emergency lighting, in line with agreed procedures.
· Record and report findings to the Office Manager, highlighting any risks, faults, or concerns.
· Take monthly utility meter readings and update the relevant supplier portal(s) as required. 
· Escalate any urgent health and safety issues promptly.
· Support with occasional additional health and safety checks or tasks as required

Facilities & Stock Management 

· Monitor and manage office supplies, including cleaning materials, stationery, and general office consumables.
· Manage kitchen supplies such as tea, coffee, milk, sugar, and biscuits.
· Maintain and update shopping lists for all office supplies.
· Identify when supplies are running low and flag or reorder items as appropriate.
· Place or coordinate orders for supplies where required (in agreement with the Office Manager).
· Ensure supplies are stored safely, appropriately, and in an organised manner.
· Escalate urgent issues to the Office Manager when necessary. 
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Skills and Qualities 

· Good attention to detail and a responsible approach to safety.
· Ability to follow simple checklists and procedures.
· Reliable and able to complete monthly tasks consistently.
· Confident in recording information accurately and reporting issues clearly.
· No formal health and safety experience is required, as training will be provided.
· Competent IT skills, including familiarity with Google Workspace (Google Drive, Docs, Sheets) or Microsoft Office.
[bookmark: _heading=h.kpzor5lb3ca8]
[bookmark: _heading=h.ebegavy1vp4z]Training and Support 
· Full induction and guidance on health and safety procedures will be provided.
· Clear checklists and instructions will be supplied for all monthly tasks.
· Training on supplier portals, ordering processes and stock systems will be given. 
· Ongoing support from the Office Manager.
[bookmark: _heading=h.fub5cpljm30r]Time Commitment
This is a flexible volunteer role requiring approximately one visit per month to complete scheduled health and safety checks, meter readings, and stock review tasks. Additional ad hoc tasks may be required. 
Additional Information 
This role is designed to be flexible and may be undertaken alongside another volunteer role within the organisation, subject to time commitments. This provides an opportunity for volunteers to develop a broader range of skills and contribute to multiple areas of the organisation where appropriate. 
Benefits of Volunteering 
· Gain practical experience in workplace health and safety and basic facilities management.
· Develop organisational, planning and stock management skills. 
· Develop skills in compliance checks, reporting, and data recording.
· Contribute to maintaining a safe and well-managed office environment.
· Receive training and ongoing support.
· Build useful experience for administrative, facilities, or operations-related roles.

[image: ]  Application Process
Submit a completed volunteer application form by email together with a brief covering letter stating why you believe you are suited to the role. 

Application forms can be downloaded from www.uttlesfordca.org.uk or email recruitment@uttlesfordca.org.uk 

If you are an existing volunteer with Uttlesford Citizens Advice and are interested in taking on this role in addition to your current volunteering duties, you do not need to complete a new application form. Please email Leah Clohesy to express your interest and outline why you feel you would be suitable for the role. 

Want to chat about this role?
If you want to chat about the role further, you can contact Leah Clohesy by emailing leah.clohesy@uttlesfordca.org.uk or calling 01799 618846

www.uttlesfordca.org.uk
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