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Administrative and Volunteer Support Officer

Job Description:
The Administrative and Volunteer Support Officer will play a key role in supporting the smooth day-to-day running of our services for asylum seekers, refugees and vulnerable migrants across Portsmouth and the surrounding areas.

Working closely with our casework team and Refugee Hub staff and volunteers, the post holder will provide essential administrative support, help coordinate volunteer processes, and assist with the organisation of key operational tasks that enable our frontline services to run effectively.

This role is ideal for someone who is highly organised, proactive and passionate about supporting a charity that works with people seeking sanctuary in Portsmouth.
 
Key Responsibilities:
Administrative Support
· Provide administrative support to the casework team, helping ensure efficient service delivery.
· Scan and upload client documentation onto the organisation’s client management system.
· Print, prepare and organise paperwork for caseworkers, English language teachers and other staff.
· Maintain accurate and organised digital and paper records.
· Monitor and respond to general administrative emails and enquiries.

Volunteer Administration
· Respond to volunteer enquiries and support the volunteer onboarding process.
· Assist with volunteer recruitment administration, including reference checks and record-keeping.
· Maintain volunteer databases and files.
· Help coordinate volunteer rotas and communicate scheduling information where required.

Refugee Hub Support
· Support the administrative needs of the weekly Refugee Hub.
· Order and manage supplies for kitchen volunteers and community activities.
· Assist staff and volunteers by preparing resources for classes, sessions and advice services.
· Support communication relating to wider charity projects and activities.

General Support
· Work collaboratively with staff and volunteers to support the charity’s services.
· Assist with general office administration as needed.
· Contribute to a welcoming, organised and supportive environment for staff, volunteers and service users.

Other Duties

· Support the charity's mission and values. 
· Contribute to a positive and efficient working environment. 
· Handle ad-hoc requests as needed. 


Person Specification:

	Knowledge
	Essential
	Cultural Awareness and Values
· Understanding of, or commitment to learning about, the experiences of asylum seekers, refugees and vulnerable migrants.
· Ability to work with sensitivity, empathy and respect for people from diverse cultural and linguistic backgrounds.
· Commitment to uphold PCoS humanitarian principles with integrity, ensuring inclusive practice, following PCoS’ vision and values.
Volunteer Support and Coordination
· Ability to support volunteer coordination tasks such as onboarding processes, rota management and reference checks.
· Strong interpersonal skills to build positive relationships with volunteers from diverse backgrounds.
· Ability to respond to volunteer enquiries in a timely and welcoming manner.


	
	Desirable
	· Knowledge of UK asylum, immigration, or resettlement systems.

	Skills
	Essential
	Administrative
· Competence to manage routine administrative processes efficiently and reliably.
Organisation and Time Management
· Ability to organise and prioritise a varied workload in a busy environment.
· Strong attention to detail when handling documentation, data entry and record keeping.
Communication Skills
· Clear and professional written communication when responding to emails and enquiries.
· Confident verbal communication with staff, volunteers and external partners.
· Ability to communicate information clearly and sensitively when supporting volunteers and community members.
Teamwork and Collaboration
· Ability to work collaboratively within a small busy team.
· Willingness to support colleagues and contribute to the smooth running of services.
· Flexibility to assist across different areas of the organisation when required.
Digital 
· Good IT skills with ability to use a range of digital platforms including email, Microsoft Office/Google, databases, spreadsheets, filing systems and online meetings.
· Ability to accurately scan, upload and manage documents within a client management system or database.
Problem Solving and Initiative
· Ability to identify practical solutions to administrative challenges.
· Proactive approach to supporting staff and volunteers.
· Willingness to take initiative whilst recognising when to seek guidance.


	
	Desirable
	· Ability to work independently.

	Experience
	Essential
	· Previous administrative experience in a charity or community organisation.
· Experience supporting volunteer programmes.
· Familiarity with client management systems or databases.

	
	Desirable
	· Experience working in multi-agency partnerships.
· Interest in migration, community support or social justice.
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