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OFFICE ‘HERO’ VOLUNTEER Role Description 

We are looking for a ‘Hero’ who wants to use their skills and experience to help make a difference in the lives of some of our most disadvantaged local children.                        WE’D LOVE TO HEAR FROM YOU!
Hours: Flexible to fit in in with other commitments, including school holidays as required. We recommend that to get the most out of the role and really feel part of the team you initially volunteer for a minimum of 3 hours per week for 6 months.
Blue Smile's mission is to improve the mental wellbeing and prospects of Cambridgeshire children through arts-based therapies. The charity has over 60 clinical practitioners, working in teams and as individuals in schools in Cambridgeshire, giving vital therapy and mentoring to emotionally troubled children. 
Blue Smile’s central office provides essential support in clinical administration, communication and fundraising for our service, and in overall management of the charity as it works towards our vision of a world where happier children have brighter futures.

Overall purpose of the voluntary role

· To help the administrative and fundraising teams in the efficient and effective support of the much-needed clinical service  
· To provide assistance to the Charity Director on an ad hoc basis in their operational and fundraising roles
· To gain a good insight into the work of a local children’s charity
· To use and develop your particular skills and areas of expertise, for example, in social media, supporting events, researching mental health, or wherever is most mutually useful 
Main duties and responsibilities are:
· being part of the team assisting the Charity Director with their very variable responsibilities through organising resources for presentations, helping with their calendar, responding to interested fundraisers, etc.

· supporting the friendly office to manage the day-to-day commitments of the charity through collating clinical folders, induction packs, toys, etc.

· assisting in running and publicising the special Blue Smile Heroes Campaign of sponsored fundraising activities 
· being a friendly contact responding to fundraising enquiries and sending fundraising materials, distributing marketing materials, etc. as requested
· supporting the management of existing funding relationships through thank you letters, follow-up calls, information mailings, etc.

· helping in the collection of information on children’s mental health for our case for support and our advocacy in this area

You will receive a thorough induction and ongoing mentoring. You will report to a member of the management team who will identify possible training needs.
Role specification
A ‘can do’ attitude with a wish to see things happen fast and effectively 
A team player who relishes being part of a committed team and working collaboratively

An ability to plan, prioritise and deliver tasks to mutually agreed deadlines

Ideally, skills and experience in using Word, Excel, PowerPoint and, potentially, CMS websites
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