
 

Spinal Injuries Association (SIA) is the expert voice and leading source of support and information for 
people with a spinal cord injury and their families. The daily experiences of our members, - their 
concerns, challenges and aspirations – drive our work and our vision for a fulfilled life for everyone 
affected by spinal cord injury. We currently have a membership of approximately 10,000 people of 
which 7,100 have a SCI. More than 50% of our staff and 80% of our trustees are SCI.  
  
Our Vision – a fulfilled life for everyone affected by spinal cord injury.  
Our Purpose - to be in partnership with the spinal cord injury community to create quality and 
equality of life by campaigning, educating and supporting.  
 
SIA has credibility and expertise on spinal cord injury, an extensive network of contacts across the 
health and social care sectors, and support from a valuable range of individuals and corporate 
partners. We have the potential and the ambition to build further support and expand the reach and 
effectiveness of our services.  

 

We are looking for volunteers to assist the team specifically covering the phone. This is an important 
area of the charity; volunteers are encouraged to apply for this role if they feel they can make a 
difference. As a Volunteer Receptionist, you will support the team with a range of administration 
activities. You will often be the first point of contact for enquiries and act as front of house greeting 
and helping visitors. You will help direct deliveries and support employees with requests. You will be 
an integral part of the team and will need to be efficient and organised and have the ability to keep 
calm when things get a little busy!  

 To be able to work as part of the team.  

 Good communication skills, both written and verbal. 

 Outward-going with a cheerful manner. 

 Be proactive and engaging.  

 Reliable and committed.  

 Flexible. 

 Someone who is interested in making a difference.  

 Trustworthy. 

 Being happy and confident in using a phone (training is provided). 

 
 



 
 

 
 

 

 Good interpersonal skills with an excellent telephone manner.  

 Excellent attention to detail.  

 Have an understanding of the importance of maintaining confidentiality at all times.  

 

In order to apply for this role you will need to: 
 

 Have a good and relevant mix of skills.  

 Commit to at least one morning or afternoon per week. We have slots on Thursdays and 
Fridays.   

 Be prepared to maintain regular communication with our HR and Volunteer Coordinator.  

 Be prepared to adhere to SIA Policies and Procedures. 

 Be willing to commit to SIAs vision, mission and values. 

 Willing to undertake training when necessary.  
 

Volunteers will be expected to undertake the following:  
 

 Answer calls received to the main switchboard and transfer onto the relevant department or 
take messages.  

 Be the first point of contact for our office, greeting visitors including external stakeholders. 

 Dealing with deliveries. 

 Preparing the meeting rooms e.g. assisting with providing refreshments / room layouts etc. 
(when necessary).  

 Assisting with making sure communal office areas are tidy.  

 Deal with general admin tasks, post opening, dealing with outgoing letters and parcels, 
monitoring stationery and ordering as appropriate. 

 Respond to emails and telephone calls in a timely and professional manner.  

 You will also assist other departments with ad hoc administrative tasks, bear in mind not all 
tasks will be computer based.  

 

There are many benefits to volunteering; here is why getting involved could be good for you!  

 Volunteering can help develop new skills and enhance current ones. 

 You will gain valuable work experience to add to your CV and future job applications. 

 Volunteering is a way of meeting new people and can help build confidence not just in 
yourself but also in others. 

 It is a chance to give back to the SCI community. 

 Getting involved could provide opportunities for you to engage with different aspects of 
SIA’s work, such as campaigning or fundraising. 

 We will provide you with any training necessary to the role. 

 We will reimburse you for any out of pocket expenses. 

 We will make sure that you feel supported in your role. 

 We will do our best to ensure your volunteering experience is both rewarding and enjoyable 



If you are interested in this role and feel you have the desired attributes please contact HR and 
Volunteer Coordinator Jen Sims j.sims@spinal.co.uk or 01908 604191 for more information and an 
informal discussion.   
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