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ROLE: VOLUNTEER RECEPTIONIST 

Responsible to: Office Manager 
 

 

   Hours: 3 – 12 hours per week, Tuesdays, Wednesday Mornings and 

Thursday Afternoons 

   Main location: Bedford Hall, 72-74 Wellesley Road, Croydon CR0   

2AR  

Purpose of post: 

To operate the reception desk during open hours, dealing with member 

enquires, delivering an excellent friendly member experience and 

answering the phones. 

Duties and Responsibilities  

1) To answer the telephones and effectively record messages and 

enquires, if a member of staff cannot answer you at the time. 
 

2) Provide a friendly, positive service to our members. 
 
 

3) To be the first point of contact when a member or visitor comes into 

the building. 
 

4) Work cooperatively with other volunteers and staff members. 
 

5) Keep a tidy and safe working environment  

 

6) To undergo a Disclosure and Barring Service check and provide 

satisfactory references. 

 

7) To undertake appropriate training when necessary, in consultation 

with the paid staff, e.g. sighted guiding, first aid. 
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8) To adhere to all of the organisations procedures and policies 

 

Skills Required: Have good phone manner and communication skills. 

Some reception experience preferred.  
 

 

 

Benefits of Volunteering with us 

 Giving back to your local community 

 Develop your skills and knowledge with our regular training 

opportunities 

 Helping those who need it to grow their independence and 

confidence 

 After volunteering for 100 hours your will receive a value you 

card. 

 Lunch provided Tuesday through to Thursday 

 Expenses covered for any excursions attended. 
 

How to Apply 

To apply for this role please email an application form or register your 

interest with the Volunteer Coordinator via email or telephone.  

Volunteer Coordinator: Fay Chegwidden 

Email: volunteering@croydonvision.org.uk 

Telephone: 02086882486 

Address: 72-74 Wellesley Rod, Croydon, CR0 2AR 

The Volunteer Coordinator will respond to your interest within 7 

working days.  

Thank you very much for your interest, we look forward to 

hearing from you! 
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