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HELPING OTHERS TO HELP THEMSELVES





	Administrator
	



Role and Purpose
As an administrator, your role will be to help us out in the office with various jobs that need doing.  At certain times of the year, the office can get extremely busy.  For example, November and December are very busy with Gift of Life requests. Twice a year, approximately 3,500 child sponsorship letters need packed and sent to the sponsors.  At other times of the year we have to send out thousands of newsletters.  We always need new folders and packs put together.  As well as all this, there are many other jobs that crop up all year round.  Sometimes we just need more hands on deck!
Suggested Activities
· Packing and sending out Child Sponsorship packs, letters, Christmas Cards, etc

· Packing and sending out newsletters

· Assisting with other work that becomes available
Time Required
The time required to carry out this role will vary at different times of the year.  It can be as little or as much work as you like.  This role would suit you if you feel you do not have much time to give, or even if you could only spare us a day or two during the year.  It would also suit you if you felt you could offer us regular assistance.  You could commit to coming in regularly, perhaps once a fortnight or once a month.  Generally, the office is busiest from April to June and again in December.  We can inform you in advance of when we will need assistance, but you are free to choose how many days and how much time you give us.

What You Need
· Commitment to Fields of Life’s mission statement and core values

· good administrative skills

· self-motivation

· ability to work as a team

· good organisational skills
· flexibility

Orientation and Training
All volunteers will receive an hour-long Orientation Session on Fields of Life and your volunteer role.  This will be carried out by the Volunteer Co-ordinator, who will tell you all you need to know about the organisation, its mission, ethos, aims and goals, as well as the structure of the organisation and how it is run from day to day.  You will also talk about your role within the organisation and how you can contribute to its aims.  This will also be an opportunity to discuss and finalise your commitment to the role, and to talk over any questions or queries you may have.

Training is more specific than orientation.  Where necessary, you will receive specific training to provide you with the information and skills necessary to perform your volunteer assignment.  As an administrator you will receive on-the-job training.

How Fields of Life will support you and how you will benefit
· Through assisting in the work in the office you will get great satisfaction from serving others and knowing that you are making a difference to individuals and communities in East Africa.

· We will provide you with a Volunteer Pack and orientation about Fields of Life to help you get started and carry out your role as effectively as possible.

· You will receive on-the-job training.

· We will be on hand to give ongoing one-to-on support and advice.
· You become part of the Fields of Life family.

· You will be the first to receive up to date Fields of Life news, resources and publications.
· You will have the opportunity to meet new people, make new friends, develop your skills and have fun.
· You will gain knowledge about the needs of each of the East African countries in which Fields of Life work.
· We will help you to schedule suitable days and times to come in and help.

Contact Information
You will report to the Volunteer Co-ordinator in the Portadown office.  For further details, please contact:

Helen Keown (Volunteer Co-ordinator)
Fields of Life

25 Carn Road

Craigavon

Co. Armagh

BT63 5WG

Tel: 028 3839 0395

Email: helen@fieldsoflife.com
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