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RISE Administrative Support Volunteer

About us

RISE is a feminist, women-led and centered domestic and sexual violence and abuse charity that has supported local communities in Brighton & Hove for over 30 years. We exist to ensure that women, children, young people and LGBT survivors can live lives free from abuse and violence.
Our purpose is to provide trauma-informed, accessible support for those affected by domestic violence and abuse, while also working to prevent future harm. We provide a range of frontline services including crisis advocacy, community outreach, therapeutic services and specialist work with children and young people so survivors can be safe, recover and rebuild their lives. Alongside our frontline work, we advocate locally and nationally to challenge systems that enable abuse. Our mission is freedom from abuse and violence. 
Role Overview

You will support the Central Services Manager with a range of administrative tasks, helping to keep the office organised and running smoothly. The role focuses on providing additional support with tasks and small projects, such as organising resources, assisting with admin processes and keeping office systems up to date. The role is designed to fit around your availability with activities offered based on organisational need. 
Why volunteer with us: 

· Be part of a small local charity dedicated to supporting survivors of domestic abuse
· Contribute to meaningful work and make a positive impact in your community
· Opportunity to support small projects and share your ideas
· Gain experience across a range of administrative and office support activities
· Meet new people and be part of a friendly, supportive team
· Develop your skills and confidence in areas such as communication, teamwork and organisation
Support and Training:

You will have an induction into the charity and be supported by the Central Services Manager. 
You will receive appropriate guidance and training to do the role, including shadowing others. We also provide regular one-to-ones and hold team meetings during the year. 
We reimburse volunteer travel expenses.
What you will be doing:

You could be involved in all or some of the following depending on your interests and availability:

· Supporting admin projects such as data clean-up, archiving and file organisation 
· Helping prepare materials for meetings, training and events 
· Monitoring office supplies and preparing stock lists for approval 
· Assisting with organising office spaces and maintaining systems 
· Supporting with the general inbox organisation and triaging emails
· Supporting general administration activities including scanning, printing, laminating
· Assisting with preparing information packs 
· Helping research options for venues, services or suppliers
· Assisting with basic equipment set-up such as preparing laptops or phones for use 
Tasks are flexible and will be agreed with the Central Services Manager who retains overall responsibility for administrative functions.  
We are looking for someone who is:
· Passionate about RISE’s vision, values and the work we do
· Able to work well both independently and as part of a team
· Friendly and approachable
· Organised and happy to support a range of administrative tasks 
· Confident using basic IT (e.g. email, Word, Excel) 
· Interested in administration and office support
· Reliable and able to keep us informed if they are unable to attend 
· Able to use own initiative
We would also value:
· A commitment to equality, diversity and inclusion 
·  Willingness to take part in relevant training (provided by us) 
· An interest in learning new skills and contributing ideas

Availability:
[bookmark: _Hlk210203636]We are ideally looking for someone who can offer between three and six hours per week. Volunteering usually takes place within normal office hours (Mon – Fri 9.00 – 17.00). The times you do are flexible and can fit around your other commitments. We do understand these hours might not be possible for everyone, so we welcome a chat with anyone interested in the role to consider your availability.
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