Carers®

in bedfordshire

Admin

volunteer

Make a Difference
Volunteer With Us

Join our office team to give unpaid
carers the services they deserve

What's an admin office volunteer?

From our Brickhill base in Bedford, you will -
« phone unpaid carers who are registered with us
« update records on our database (Salesforce)
e maintain an excel spreadsheet
« create user guides
« other admin tasks

By giving a few hours of your valuable time behind the
scenes, you’ll be helping us stay organised and responsive,
so we can focus on what really matters: supporting carers.

What will you get out of it?
« Work alongside support workers
e Volunteer with a busy and well-respected local charity
e Gain experience of the health and social care sector

« Make a definite difference to carers
« Gain or brush up your phone and communication skills

e Training and opportunities to get involved

What's involved?

You'll be working for one or two teams, taking direction
from a staff link who will set and monitor your tasks.
Some of the tasks will be structured following a clear

process, other tasks will be more varied C))

or one-off depending on your preferences

0300 111 1919

Skills and qualities

Good organisational skills and
attention to detail.

Confident with IT systems
(familiarity with Salesforce or
other CRM would be an
advantage).

Friendly and clear
communication skills, written
and verbal.

Able to work independently
and as part of a team.
Reliable, flexible, and willing
to learn

Contact us about signing up

as a volunteer

volunteering@carersinbeds.org.uk



Volunteering can be good for you Make a difference

How we will support you? Your time
o We ask that you commit to at least 6

months in this role for a minimum of
3 hours per week during office hours
Travel expenses « Your slot can fit in flexibly with your
Staff link as your go-to person schedules and other commitments

Volunteer socials, forums, and team events

e Induction and role briefing, trial period
Modern office space with on-site facilities

Updated with our charity news

Where you will be volunteering?

Bedford Heights

How does this help carers?
Brickhill Drive Bedford, MK41 7PH

e Carers have access to information, advice and

signposting services . .
After your trial period, you may
e Carers know what support ]
) ) volunteer from home, if you have the
services are available to them _ _.
right conditions -

e A laptop or desk top (not a tablet
or ipad)

valued and respected « Unlimited minutes on your mobile
phone (we are unable to pay
phone expenses) or a home phone

. . e Know how to hide your number

14,000 carers are registered with us whenlmaking eutgoing calls

Nov2025 « Volunteer from the Bedford office
at least once a month

e Carers are listened to
« People feel safe, secure,

Did you know?

Interested?
Contact our Volunteer Coordinator
Carol Solaiman Carers tell us...
0300111 1919 « More carers always feel mentally
volunteering@carersinbeds.org.uk exhausted and stressed
« A listening ear and help to find
Follow us on social media other services are useful

n Q l@' m Carers Survey 2025, Carers in Bedfordshire

Contact us about signing up

0300 111 1919
as a volunteer

volunteering@carersinbeds.org.uk


https://www.facebook.com/CarersInBedfordshire
https://twitter.com/CarersInBeds
https://www.linkedin.com/company/carers-in-bedfordshire

