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As an administration and research volunteer you will assist the team with a range of tasks contributing to the efficient running of The Men’s Room, ensuring we can continue to deliver our services on the front line. The role is based at our office during regular working hours, helping with tasks relevant to the organisations different departments. The role will involve working with sensitive and confidential material.  There will be opportunity to conduct specific research projects.
We require a minimum of two shifts each month between Tuesday-Friday, 09:30-16:30. 
Tasks

· Implementing new IT/administrative/financial systems
· Managing the website/social media

· Resource management
· Various research projects including researching possible funding opportunities
Role Requirements
D Desirable     E Essential 
	Experience working with people aged 16+ that will give you the understanding of potential issues affecting men and trans people who may be involved in sex work, homelessness or have been involved with offending
	D

	Awareness of safeguarding legislation for children and vulnerable adults
	D

	Comprehensive knowledge of office programmes such as Microsoft Word, Power point and Excel
	E

	Able to work independently and part of a team
	E

	Efficient and approachable
	E

	Good communication skills


	E


Benefits to volunteering with The Men’s Room
· The opportunity to develop new and existing skills and gain experience volunteering in a charity

· Access to training 
· Support & Supervision

· Transferable skills relating to office administration/financial management within the charity/third sector arena.

