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Brent Mind Office Volunteer 
Hours Available to Volunteer: Flexible according to availability of volunteer and workload of staff.
Venue:  Brent Mind Head Office, Dyne Road NW6 7XG 
The Volunteer will work in different departments within Brent Mind according to workload of staff.

Role Description:

· To volunteer on agreed days per week as arranged with managing staff member
· To ensure that Brent Mind’s policies and procedures are adhered to      especially Brent Mind’s Confidentiality Policy.

· To provide support with administrative duties to Brent Mind staff. 
Duties may include:
· Creating records and updating our databases.
· General filing duties
· Mail Merge
· Designing forms/leaflets
· Dealing with telephone enquiries 
· Assisting with admin for Brent Mind events
· Working on specific research and data collection projects 
Skills/Strengths/Experience:
· Word, Excel and Access skills desirable 
· Ability to use initiative
· Ability to work in a team
· Ability to work unsupervised

· Research experience would be an advantage
· Good attention to detail
· An interest in mental health
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