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Sid Valley Help  
Administration Assistant 
 

Summary
Sid Valley Help is seeking an experienced and competent person to assist the Trustees of this small local charity which is currently befriending 25 vulnerable or isolated people in the Sid Valley and running classes and other events. 

The main tasks are to arrange data collection and analysis, diary commitments, training and advertising for the befriending scheme. Office and administration tasks are a key part of this role which will be primarily home based, but there will be on occasions a requirement to attend venues for interviews, information collection and events.
 
Reports to: Manager for Volunteers
Hours: 10 hours per week
Salary: £14/hour
Length: 6 months initially but may be extended
Apply by: 5pm 15 December 2025.
 
Personal and professional characteristics and skills
It is essential that you: 
· are competent, reliable, effective, and able to work on your own and in a team and have a flexible and positive ‘can do’ attitude
· have good IT skills including Word, Excel, report writing, and social media  (such as Facebook and Instagram)
· can provide two references and are willing to undertake a DBS check and safeguarding training
· understand GDPR, confidentiality and safeguarding issues, or are prepared to learn 
· and are willing to sign a legally binding confidentiality agreement.

Ideally you will have an understanding of the health and care and voluntary and community sectors in the Sid Valley. 



continued ...

Responsibilities and duties  

Volunteer recruitment, training and admin
1. Provide support for all aspects of volunteer recruitment including advertising, paperwork, processing of paperwork, forms, references and co-ordination of interviews in conjunction with the Manager for Volunteers.
2. As a registered administrator and ID verifier for DBS, (the criminal records checking service) initiate new DBS applications, verify and upload ID documentation, and ensure these remain in date and then store the data securely. Progress volunteers’ DBS renewals as they become due.
3. Maintain a database to ensure volunteers’ training is up to date and renewed as required, especially Safeguarding, Dementia support and First Aid.  Organise training sessions, venue and dates, identify and contract trainers, recruit attendees. Organise induction training for new volunteers. 
4. Liaise with the Manager for Volunteers to ensure reports, meetings and communications are completed in a timely and organised manner.

Promotion and Marketing
5. Raise and maintain the profile of the organisation via increased social media presence, and advertisements on Devon Connect, Indeed and others.
6. Arrange the design and printing of posters, leaflets and marketing material and distribution locally. Keep leaflets and posters up to date and distribute in the local area as needed.
7. Review, update and improve the website, and collate enquiries from the email and phone Helpline then signpost or forward to the Manager for Volunteers, Trustees, or other local organisations as appropriate. 

This list is not exhaustive and may include other responsibilities as agreed with the line manager as the role evolves.

To apply  
Information about the charity is on the website www.sidvalleyhelp.org.uk. For more information about the job please email di_ fuller@hotmail.cominfo@sidvalleyhelp.org.uk. 
 
To apply, please email details of your qualifications and experience by Monday 4 September Monday 
15 December to info@sidvalleyhelp.org.uk.  
 
Applicants may be contacted by phone for a preliminary conversation and a short-list will be invited to attend an interview in early January 2026.  
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