Staffordshire Adults Autistic Society (SAAS) 

Role Description – Part Time Admin officer
Post title: 

P/T Admin officer  @6.25 per hour
Hours of work: 
25 hours per week, negotiable and flexible. 

Responsible to:
SAAS TRUSTEES

Job purpose:

1. To set up, administer and manage volunteers service for SAAS with , including monitoring and reporting

2. To provide intake sessions for new volunteers
3. To line manage volunteers 

4. To provide training to volunteer 

5. To provide general admin duties, stock ordring, telephone, office duties

6. To carry out any duties necessary for the post

