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Role description: Admin Volunteer 
 

Job Title: Admin Volunteer (Operations team) – 1 or 2 positions 

Location: Tufnell Park, London 

Reporting to: Office Manager 

 

2. Organisational information 

Conciliation Resources 

Conciliation Resources is an independent organisation providing practical support to help people living 
in the midst of conflict prevent violence and build peace. We take what we learn to government decision-
makers and others working to end conflict, to improve peacebuilding policies and practice worldwide. 

Conciliation Resources was established in 1994 and incorporated in 1996 as a company with charitable 
status. We currently have 54 full and part-time staff members and volunteers working for Conciliation 
Resources mostly in our in London.  

General Criteria 

Our staff and volunteers operate in a spirit of programme partnership, which demands team-work and 
collaborative decision-making, transparency and mutual respect, integrity, personal initiative, creativity, 
political and interpersonal sensitivity and professional discretion. The Admin Volunteer is expected to 
apply these core values to their work and develop them within the organisation. 

The Operations Team 

The Operations team provide support to all parts of the organisation in the areas of financial 
management, personnel (HR) management, information and communications systems, organisation 
development, cross organisational support and the general office environment including looking after 
aspects of our organisational facilities. 

 
3. Role overview 

This is an unpaid voluntary role within an ambitious but friendly work environment. We appreciate the 
contribution volunteers make to Conciliation Resources’ goals, and aim to have a mutually beneficial 
relationship. We support volunteers to develop knowledge, skills and opportunities that will be useful to 
them in their future careers.  

Role Purpose 

To support the Operations team in providing a range of administrative and information services for staff 
and volunteers. This voluntary position will offer someone who is very organised, methodical and can 



 

use their initiative the chance to develop their administrative and information management skills and 
gain experience in a busy office environment as well as gaining an insight into how a peacebuilding 
organisation works and seeks to effect change in the conflict areas in which Conciliation Resources 
works. We are looking for someone able to commit to three days per week on an ongoing basis. Hours 
and days are negotiable and will be agreed on appointment.  

Scope and Accountability 

The Admin Volunteer is part of our Operations teams and reports to the Operations Officer. 

 

4. Specific responsibilities and tasks  

a. Information management and projects (45%)  

• Conduct online research, compile concise summaries of findings and make recommendations as 
part of developing the organisational capacity of Conciliation Resources. 

• Write and post content on our intranet site. 

• Management of documentation and records – scanning, filing, archiving and shredding 
documents.  

• Catalogue/index books and electronic materials in both our physical and electronic libraries. 

• Assist the Admin and IT Administrator in maintaining the internal (Filemaker) databases 
including maintaining and updating list of hotels and other suppliers.  

b. Office administration and support (50%)  

• Reception duties such as answering and transferring telephone calls, welcoming visitors, 
receiving deliveries and couriers, distributing and despatching mail, managing meeting room 
bookings, compiling guest lists on a weekly basis.  

• General office duties such as maintaining the cleanliness of the meeting rooms, checking stock 
levels of the office consumables, unpacking stationary, disposing of the recycling, watering the 
plants. 

• Update office noticeboards with appropriate and relevant information. 

• Help embed new ways of working in our premises and assist in maintaining general order about 
the office. 

• Support colleagues in Operations with administrative tasks. 

• As capacity allows, and with the agreement of the Office Manager, engaging with other parts of 
Conciliation Resources in areas of specific personal interest. 

 

c. Other duties (5%)  



 

• Participate in team and organisational meetings  

• Participate in regular informal supervision meetings with the Office Manager. 

 

5. Person specification  

Knowledge  

• Fluent English (essential).  

• Good working knowledge of and confidence with standard Microsoft Office packages (Word and 
Excel), databases, email and the internet, preferably in a Macintosh environment.  

• Knowledge of office administrative and information management systems.  

Experience (whether paid or voluntary)  

• Experience of working in an administrative or information management role.  

• Experience of dealing with telephone and email enquiries and information requests.  

• Experience of creating and/or maintaining paper and electronic filing systems. 

• Experience of working in a multicultural environment. 

Skills/attributes  

• Strong administrative and organisation skills.  

• Excellent written and verbal communication skills.  

• Accuracy and attention to detail.  

• Research skills. 

• Interest in working in the charity sector.  

• Initiative, enthusiasm and a problem-solving approach to new challenges.  

• Effective time management skills and ability to multi-task and prioritise competing demands, in a 
methodical and systematic manner.  

• Ability to handle information in a confidential, sensitive manner with due care, respect and 
discretion.  

• Commitment to, and experience of team working.  

• Ability to follow instructions and guidance and to work independently when appropriate.  
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