
HUMAN RESOURCES ASSISTANT

Volunteer role description



volunteer role description

Location

Combination of remote working and time at Skanda Vale Hospice, 
Saron, Llandysul, SA44 5DY.
Time offering

Approximately 8 hours per week (TBC) 
This role reports to:

Workforce Development Manager
Expenses:

We cover volunteer expenses and personal articles required for the role,
offering great food and refreshments on site, and host fun team days.

This is a fantastic opportunity for an experienced administrator or
someone looking to develop a career in HR, to join the People &
Communications Team. 

The role holder will be responsible for providing administrative support
and duties, will include updating databases and collating reports as well
as supporting the introduction and maintaining personnel records. 

This is a pivotal role that will support the work of the People and
Communications team and the Hospice in its provision of a volunteer
led palliative care service. 

what will this role involve day-to-day?

HUMAN RESOURCES ASSISTANT

Most HR departments strive to establish and celebrate a strong
organisational culture. At Skanda Vale Hospice, the hard work has
already been done. We’re a volunteer-run organisation, deeply
committed to living the values of selfless care on which the hospice is
based. There’s a strong vein of humanity to the core.
It’s much easier to share a story when it’s genuinely different and
exciting. We have no shortage of people who want to support us
because what we do, and, more importantly, the way in which we do it,
is unique. Our marketing is clean, clear, simple and honest. There’s no

Part of our mission is to create social change. We do this firstly through
education; hosting events and providing resources to help dispel
misunderstandings and social taboos around death and dying. Secondly,
we share evidence of the validity of our volunteer-based approach with
other organisations and policymakers to inspire change.

how the people & communications team 

helps deliver our mission

need to fabricate, polish or push. We respect our audience – and people
are drawn naturally.

 

Be responsible for preparing and maintaining personnel files and
databases. 
Assist the Human Resources Officer and Volunteer Recruitment
Officer in staff and volunteer recruitment administration. 
Maintain accurate, clear and contemporaneous records and
documentation. 
Coordinate introduction and training processes. 
Serve as a point of contact if needed, for new volunteers and
recruitment enquiries. 
To be familiar with and comply with all Skanda Vale Hospice policies,
procedures and protocols.

specific tasks & responsibilities

https://www.skandavalehospice.org/wp-content/uploads/2021/02/Skanda-Vale-Hospice-Volunteer-Expenses-Policy.pdf


Relevant administration experience, ideally within an HR setting.
Experience in working with databases and IT packages; producing
reports and data entry.  

Experience in HR administration in a hospice / care setting. 
Experience in liaising with external agencies / organisations to drive
recruitment campaigns. 

Excellent communication skills (verbal, written and interpersonal.)
Ability to prioritise effectively and produce quality work under
pressure. 
Excellent organisational and planning skills. 
Sound IT skills (including Microsoft and Google suites.) 

Self-motivated and able to fulfil the role with minimal supervision.
Collaborative approach. 
An empathetic and respectful attitude towards colleagues at all levels.
Committed to volunteering as a model of service provision. 
Warmth and approachability.

Alignment with the ethos of Skanda Vale Hospice. 
A good sense of humour. 

personal qualities & skills

We’re looking for the following experience, qualifications, skills and
abilities:

Experience

Essential

Desirable

Skills

Essential

Personal Qualities

Essential

Desirable

the skanda vale hospice approach 
to investing in our whole team

We are passionate about the ongoing training, development and emotional
support of all our team members, and we hope you are too!

We have seen that this enhances and improves our ability and confidence
to fulfil our roles and meet the needs of patients, carers and their families
in the best and safest ways possible.

Every member of the hospice team, not only those involved in direct care,
will be provided with the time and resources to undertake the training and
development relevant to their role.

Much of this will be spread throughout your first three months with us;
around 18 hours in total.

To start with, there will be a group 'Welcome (back) Day', either online or
in person. This will give you a general overview of the charity and a good
understanding of the ethos and culture of the hospice and our future goals.
It’s an opportunity to meet other new and existing members of the Team
and to feel welcome and included in this uplifting project.

A couple of weeks later, there will be a half-day online group training
session, followed by independent online training over the rest of the three
months, covering a mixture of statutory and role-specific topics. A member
of the team will help in that process and meet with you regularly.

You will also have access to emotional support either in group or one to
one sessions. We understand that everyone (whether directly providing
care or not) may at some stage need support to cope with any issues that
arise from working with people who are ill, suffering and dying. This help
will be available on an ongoing basis for all team members who wish to
make use of it.

After the initial three months, there will be on average a day and a half each
year for continuing training and development and support as required. We
will also meet in groups every three months for further team building and
communication with all volunteers.



This Role Description is not exhaustive. It is an outline of the key
expectations and will be reviewed periodically with amendments made
following consultation with the role holder(s).

Confidentiality - Please be aware of the confidential nature of our

organisation. Information about patients and their carers, friends and

relatives must not be disclosed to any unauthorised persons. This

essential duty of confidentiality also extends to the use of social

media.




