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	Key Role Information

	Title: 
Admin Assistant (Volunteer)
	Reports To: 
Volunteer Program Manager

	Business Unit:
P&D
	Department:
Various
	Location: 
Various

	Phone:
xx
	Email:
xx

	Volunteer Name:
xx 
	Role Description
[bookmark: Check9][bookmark: Check10]|X| New         |_| Updated
	Date Updated
30/07/2025




	Primary Purpose of function

	Why does the volunteer function exist?  This statement should encapsulate the overall significance of the function from Jewish Care’s point of view.
The volunteer function at Jewish Care exists to provide compassionate support and meaningful engagement to individuals and communities in need. Volunteers play a crucial role in enhancing the well-being of clients by offering companionship, practical assistance, and participation in community programs. Through their contributions, volunteers help foster an inclusive, respectful, and socially responsible environment aligned with Jewish Care’s values. Their involvement strengthens the organisation’s ability to deliver essential services, create positive social connections, and uphold the dignity of those they assist.




	Key Result Area (KRA)
	Key Accountabilities and Responsibilities 


	Jewish Care Values and Policies
	Act consistently in accordance with Jewish Care values
Adhere to the organisation’s practice and behavioural guidelines in relation to the appropriate treatment of children.
Actively promote and support Jewish Care’s commitment to diversity and inclusion; act in accordance with our relevant policies, and procedures, including those that promote maintaining the standards of our Rainbow Tick Accreditation and Safeguarding Children policies ; and promptly report any breaches of cultural safety. 
Adhere to the organisation’s Code of Conduct. 
Report any suspicions, concerns, allegations or disclosures of alleged abuse to your supervisor.

	Volunteer Program Contribution
	· Support the delivery of Jewish Care programs and services in line with organisational values.
· Actively participate in assigned volunteer roles with dedication and professionalism. 
· Maintain confidentiality and act with integrity in all interactions.




	Key Relationships

	Internal


	· JCV Volunteer Supervisor
· Volunteer Program Manager
· Administration or Program Coordinators




	Accountabilities and Responsibilities

	Volunteer Responsibilities


	· Complete assigned admin tasks such as photocopying, scanning, sorting, filing, shredding, or data entry.
· Support bulk mailouts and promotional material packing.
· Assist with telephone-based tasks (e.g. making follow-up calls to clients, donors, or volunteers using a script).
· Help with basic survey distribution, returns, and filing.
· Use Microsoft Office programs to complete basic documentation tasks.
· Handle all tasks with care, respect, and confidentiality.
· Follow clear task instructions provided for each shift or project.

	Attendance
	· Register in the HealthSafe system upon arrival at any Jewish Care Victoria (JCV) site. 
· During every volunteering visit, sign in using the Volunteer Sign-in Journal or the Better Impact app.
· Respond to casual event call-outs and confirm availability with the Volunteer Supervisor or Coordinator.
· Inform the Volunteer Supervisor as early as possible if unable to attend a confirmed shift.

	Infection control
	· Comply with infection control protocols, including COVID-19 safety measures, as per DHHS and JCV regulations.

	OHS

	· Actively contribute to a safe and healthy environment for all clients, staff, and volunteers. 
· Follow all OHS procedures and report any hazards or concerns promptly.




	Values
	

	Commitment to Jewish Care values and philosophy, and capacity to engage with the broader community in demonstrating these values:

	Derech Eretz: Respect 
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	Through client services and program excellence, we treat everyone with consideration and decency and will always act for the good of society.

	Kehilla: 
Community 
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	Working together to strengthen our community, to build and support the capacity and resilience of individuals and families.

	Hachlala: 
Inclusion
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	We embrace diversity and work together for a just and equitable society.

	Achrayoot Chevratit:
Social Responsibility
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	Behaving ethically, with sensitivity and acting in the best interests of all.



	Role Required CapabilitiesJob description


	Qualifications/Skills
	· Basic computer skills, including Microsoft Word, Excel, and Outlook.
· Familiarity with general office equipment (scanner, printer, phone).
· Clear communication and good listening skills.
· Attention to detail and the ability to follow instructions.
· Ability to maintain confidentiality and act respectfully and professionally.
Click here to enter text.






Volunteer Acknowledgement
Please sign and date to acknowledge you have read and understood this role description.
	Name:

	Signature:
	Date:


Thank you for Volunteering at Jewish Care Victoria!
Supervisor Acknowledgement
	Name:

	Signature:
	Date:



A signed copy of the role description must be returned to: 
Maria Gelvan, Volunteer Program Manager, at 619 St Kilda Road, Melbourne VIC 3004 or mgelvan@jewishcare.org.au
	[image: A close-up of a logo

Description automatically generated]
	Jewish Care proudly celebrates and warmly welcomes the rich diversity of our community and strives to be inclusive for all, including the LGBTI+ community.
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	Jewish Care acknowledges Aboriginal and Torres Strait Islanders as the Traditional Custodians of the land on which we live and work. Our services and supports are provided on the lands of the Wurundjeri and Boonwurrung people, and we deeply respect and honour their ongoing cultural and spiritual connection to land, waters and community.
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	Jewish Care is an accredited Safeguarding Children organisation. The welfare and safety of all children and young people is a priority.
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