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Stoneywell
Volunteer Administrator
Volunteer Role Description


What is a Volunteer Administrator?

The Volunteer Administrator will support the team in raising the profile of Stoneywell, in helping with the property operations, in managing the data systems and processes and in answering queries from the public, taking bookings etc.

What’s in it for you?

· Becoming part of a friendly and dedicated team

· Meeting people from all walks of life and making new friends

· Improving your communication and IT skills 

· Enjoying new experiences and learning something new every day

What’s Involved?

· Liaising with staff and volunteer managers to build up information documents
· Handling enquiries regarding volunteering as required
· Handling general telephone and e mail enquiries and dealing with  correspondence
· Assisting in taking bookings

· Maintaining e mail contact bases
· Assisting with communications with volunteers and the public
· Being an advocate for the National Trust at Stoneywell

· Giving any other appropriate assistance in relation to the smooth running of the property and its systems as may be requested 

· Following the National Trust’s policies at all times


This role will suit people who… enjoy working as part of a team, are organised and have good administration, communication and IT skills. 
Extra information
	Your location


	Initially Calke and home, Stoneywell late spring 2014

	Time commitment


	Once a week 

	Volunteer Manager


	Patrick Cole then Property Site Assistant 2 

	Training/Resources


	Induction, training and development opportunities available

	Expenses
	Travel costs between home and volunteering place will be paid up to a maximum of 40 miles round trip


About the National Trust
The National Trust is a registered charity and is completely independent of Government. We rely for income on membership fees, donations and legacies, and money raised from our commercial operations.  We are supported by 3.8 million members and 61,000 volunteers without whom we simply could not manage.  We protect and open to the public over 300 historic houses and gardens and 49 industrial monuments and mills.  But it doesn’t stop there. We also look after forests, woods, fens, beaches, farmland, downs, moorland, islands, archaeological remains, castles, nature reserves, villages – for places, for ever, for everyone.
About Stoneywell
Stoneywell, (in Ulverscroft Leicestershire), is a Grade II* listed Arts and Crafts cottage completed in 1899. Ernest Gimson, son of a Leicester industrialist, and a luminary of the Arts & Crafts Movement, designed it as a holiday house for his elder brother, Sydney. The cottage has passed with the majority of its contents through three generations. It became a full-time residence from the middle of the last century – most recently being the home of Donald and Anne Gimson, who brought up their two children there. The cottage is surrounded by a garden and the grounds include an ancient woodland. Stoneywell was acquired by the National Trust in late 2012 and the intention is to open to the public in mid 2014.  


All arrangements are binding in honour only and not intended to be legally binding


