Centrepieces Mental Health Arts Project

Volunteer role description

Role Title  Admin Assistant
Role Summary
To carry out various administrative tasks in the Centrepieces office and to provide support to the Project Co-ordinator, Assistant Co-ordinators and Finance Manager as required
Role description

Tasks will vary according to need but will include
· Processing of new membership applications and annual renewals, databasing and record keeping and updating membership information 

· Dealing with email and telephone enquiries, liaising with Centrepieces artists, volunteers and Trustees as necessary.

· Assisting with art exhibitions and projects, producing artist statements and profiles, catalogues, labels, display information, and installing exhibitions.

· Processing of newly submitted artworks.

· Sorting and databasing artwork.

· Electronic and physical storage of artwork.

· Producing cards and prints from images of artwork.

· Printing leaflets and flyers

There may also be opportunities to help with updating Centrepieces’ social media accounts and website.

Relevant experience/skills: 

Competence in the use of MS Word, MS Excel and email is essential. Training will be given on other programmes if required
Good organisational and administrative skills

Must be reliable and committed

Ability to engage well with the public

Ability to work well as part of a team

Ability to work without supervision when given a task to complete

Training and support: 

Volunteer induction programme

Familiarity with Centrepieces’ administrative arrangements and IT network

Regular meetings with supervisor

Availability: 
Minimum one day or two half days each week (10am-4pm) at the Centrepieces office in Bexley. We ask for a minimum initial commitment of 6 months, subject to a probationary period
Main point of contact/supervisor: 

Project Co-ordinator
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