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Volunteer Opportunity
Events Office Assistant Volunteer

Who are We: Treloar’s is a charity that provides outstanding education, care and therapy for 180 children and young people, aged 4 to 25 years. Our students are physically disabled many with complex clinical needs. We aim to break down barriers for physically disabled young people, so they can live more independent fulfilling lives. 

About the Role: An exciting opportunity has become available for a Volunteer Events Assistant will support the delivery of Treloar’s fundraising events. This role will offer outstanding customer care to our supporters, making use of email, telephone, social media and face to face communication at events. The post holder, with clear guidance and instruction, will be responsible for carrying out administrative tasks on behalf of the team, supporting the marketing of events, maintaining supporter information and various data processes. 

We are looking for Someone Who is: a confident communicator, including when using the phone and in face-to-face interactions.  Computer and organizational skills are essential. A good writing style and understanding of customer care together with experience in an administrative or events role would be advantageous.

Hours: Ideally 4 hours once or twice a week but it could be more or less depending on your availability.

Key responsibilities:
To work with the Events and Community Manager to achieve the following: 


	Events:
	To help support with the organisation of Treloar’s existing programme of events. 
To assist with daily administrative processes for the Events team including, reporting, data checking and entry, writing letters and making phone calls. 
To support the implementation and delivery of events stewardship journeys. 
To provide excellent customer care and support for all event participants using a mix of communication channels. 
To work with and maintain good relationships with internal and external stakeholders. 



For more information and to submit your application please contact Karen.Calder@treloar.org.uk, or call 01420 547400 ext. 3411. 
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