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Volunteer Role Description 

Facilities Office Support 
 

Department  Facilities maintenance 

Days & Frequency 4 hrs per week   

 

Overview of role: 

To help Wirral Hospice St John provide services and care to patients with life limiting 
illnesses, providing administrative support to our facilities team. No previous 
experience is necessary as full training will be provided.   
   

Activities you will be involved in: 

• Data entry for the hospice based forms 

• Archiving files 

• Making digital copies of existing files 

• Mail room franking 

• Any additional tasks required by staff 

 

What we are looking for: 

• Able to work on own initiative with flexibility             

• Strong communication / interpersonal skills  

• Empathy with service users, who can at times be distressed 

• Compassionate, calm and confident 

• Understanding of boundaries and confidentiality  

 

Time commitment: 

We are looking for volunteers able to commit a minimum of 4 hours 

 

Anything else you need to know: 

• Voluntary post subject to disclosure at standard level through DBS.  

• Volunteers are required to maintain confidentiality around patient and hospice 

information. 

• We can accept volunteers aged 16 and above. 

• Training where identified will be provided. 


