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Volunteer 
People Support Officer 
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	 Role:
	People Support Officer 

	 Reporting to:
	Office Manager, Leah Clohesy 

	[bookmark: _heading=h.k6df7gji59pr]Time Commitment:
	This is a flexible volunteer role with work undertaken on an ad hoc basis, depending on recruitment activity. Volunteers are asked to be available on at least one day per week, although the time commitment is not expected to exceed 2 hours per week. 

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

	 Role purpose:
	To support the Office Manager with recruitment and people administration activities for both staff and volunteers. The role will provide administrative support throughout the employee and volunteer lifecycle, including recruitment, onboarding and offboarding processes, ensuring records, databases and spreadsheets are maintained accurately and in a timely manner.  



Key Responsibilities 
· Respond to candidate and volunteer enquiries.
· Support recruitment activities for staff and volunteers.
· Arrange interviews and communicate with applicants.
· Prepare and issue onboarding documentation.
· Complete onboarding administration and maintain personnel records.
· Support offboarding processes for staff and volunteers, including updating records and issuing relevant documentation.
· Maintain accurate recruitment, onboarding and offboarding spreadsheets and databases.
· Ensure information is recorded and handled in line with organisational procedures and confidentiality requirements.
· Provide general administrative support to the Office Manager as required.
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Skills and Qualities 
· Good organisational and administrative skills.
· Strong written and verbal communication skills.
· Ability to manage confidential information appropriately.
· Good attention to detail and accuracy.
· Competent IT skills, including familiarity with Google Workspace (Google Drive, Docs, Sheets) or Microsoft Office.
· Ability to work independently and manage competing priorities.
· [bookmark: _heading=h.kpzor5lb3ca8]Friendly, professional and approachable manner.
[bookmark: _heading=h.ebegavy1vp4z]Training and Support 
· Induction and role-specific training will be provided.
· Ongoing support and supervision from the Office Manager
[bookmark: _heading=h.fub5cpljm30r]Time Commitment
This is a flexible volunteer role with work undertaken on an ad hoc basis depending on recruitment activity. Volunteers are asked to be available on at least one day per week, although the role is not expected to require more than 2 hours per week.
Benefits of Volunteering 
· Gain practical experience in recruitment, HR administration, and people management processes.
· Develop skills in candidate communication, interview coordination, onboarding, and offboarding.
· Build experience using recruitment systems, databases, and administrative processes.
· Enhance organisational, communication, and record-keeping skills.
· Gain insight into how a charity recruits, supports, and manages staff and volunteers.
· Receive training, support, and supervision from the Office Manager.
· Make a meaningful contribution to the organisation's ability to recruit and retain staff and volunteers.
· Obtain valuable experience that can support future employment or career development in administration, HR, recruitment, or the charity sector.

[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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