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Listening books




         Speaking Volumes
Admin  Volunteer
Location: London, SE1
Day required: Mondays or Fridays
We would ideally like to recruit a volunteer who can give at least 4 hours per week for at least 3 months.
Brief description: Listening Books is a national charity providing an audiobook library service for anyone who struggles to read books in the usual way due to an illness, disability or learning difficulty.  We are currently looking for two volunteers to assist with general administrative tasks.  Duties will include:

· Data entry and maintenance of spreadsheets

· Adding book images to our website
· Uploading inhouse recordings to our library database

· Adding downloadable titles to our library database and our download hosts’s website

· Copying and packaging CDs

· Typing audiobook synopses

· Assisting with the maintenance of our customer database by responding to bounced emails and returned mail.

· Assisting with various mailouts.

· Shredding confidential paperwork 

Skills and experience needed (E – Essential/D – Desirable):

· Excellent written and verbal communication skills (E)

· Accuracy and attention to detail (E)
· A confident telephone manner (E)
· Experience of working within an office environment (E)
· Proficiency in basic Microsoft Office packages and experience of using the Internet as a research tool (D)
· An interest in audiobooks or the charity/disability sector (D)

Please note that this is a voluntary role.  Volunteering is freely undertaken and not for financial gain.  

We are able to cover lunch expenses up to the value of £5 and travel expenses up to the value of £15.
Due to the high level of applications we receive, unfortunately we are unable to respond to each one individually.

We will contact shortlisted applicants to arrange a brief meeting.
Contact Details:

fhutcheson@listening-books.org.uk 

Listening Books operates a diversity policy

