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WORKING IN PARTNERSHIP to deliver specialist palliative care for adults with life-limiting conditions




             
Volunteer Role Description
Administration – Ward Administrator
Skills required:

· Pleasant, friendly disposition
· Mature and Confident

· Able to use own initiative

· Good customer care skills

· Good communication skills

· Confident telephone manner 

· Ability to liaise between staff and patients

· Reliable

· Ability to deal with distressing and challenging situations should they arise

· Ability to empathise with others

· Can work effectively as part of a team or with minimum supervision
 Volunteering Duties:
· Meet and greet family, patients, and clinical professionals

· Deal with general enquiries

· Answer the telephone, transfer calls or take messages where appropriate

· Administrative tasks e.g., photocopying, filing

· Recording necessary information 

· Get notes for admissions, by notifying front desk, or get notes from the back office 
· Ensure the front desk knows of any admissions/discharges/deaths

· Enter any admission, discharges, or deaths into the desk diary

· Take the mobile telephone to a patient if they receive a call 
Training 
· Virtual training - The Volunteer Learning Passport (VLP) which includes roles and responsibilities, Health and Safety and infection control, Fire safety, Safeguarding, moving, and assisting, resuscitation, mental health awareness, preventing radicalisation, equality, communication, conflict resolution.

· Volunteer Administration Training – Date to be arranged with team 

· iCare training given by ward administrator if applicable

Other specific training may be offered where appropriate.  We may encourage our clerical volunteers to spend time in other areas. 
Availability

Days 





Time




This role requires an enhanced DBS clearance and OUH Health Check.

Successful candidates must agree to abide by Sobell House policies and procedures, code of practice and sign a volunteer agreement.  Full training and induction will be provided.
15:30 – 18:30





13:00 – 15:30





9:30-13:00





Monday - Friday





15:30 – 18:30





9:30-13:00





13:00 – 15:30





Saturday - Sunday








Voluntary Services Co-ordinator:  June Ralton.  Phone: 01865 225868

e mail:  june.ralton@ouh.nhs.uk/SobellVolunteerServices@ouh.nhs.uk


