KINROSS-SHIRE VOLUNTEER DRIVERS
JOB DESCRIPTION

1.   JOB TITLE: Assistant Administrator

2.   DUTIES
· Work two hours (approx.) each weekday afternoon. Preferably between 4 and 5.30, as required. Unless in an emergency no calls to service users or drivers after 6pm.
· Check the answerphone for any messages.
· Ring the service user back to reassure them that the message has been received and check all details of the requested journey
· Record the request on the journey sheet (paper) and on the data-base
· Text or phone volunteer drivers to find one to take on the request.
· Call the service user back to tell them the name of the driver and that the driver will call them the day before the journey to confirm times, etc.
· Ensure that the database is as far as possible, up to date at the end of shift.
· Communicate with the administrator to ensure the smooth running of the administrator’s role and to help with the smooth running of the charity.
· Cover holidays and sickness for the Administrator. This would mean an increase to 19½ hours per week including dealing with calls in the mornings/afternoons. 
· The post is, of necessity, ‘home-based’ and flexible.  Relevant IT equipment, including laptop and mobile phone will be provided
· Occasionally attend committee meetings.
The employment will be part-time – based on 12 hours per week with a degree of flexibility over the calendar month.
Flexibility essential.  Hours can be juggled to allow time for this.
The office will be closed for all statutory holidays. Answerphone to be changed asking callers to call back on the next working day.
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