Amnesty International UK

VOLUNTEER ROLE Postroom Volunteer

DEPARTMENT Facilities and IT

DAYS Mondays & Fridays

TIME PERIOD Minimum commitment of 3 Months

BRIEF DESCRIPTION OF THE ROLE

This volunteer role is part of the Facilities and IT team of Amnesty International UK,
which gives logistical support to staff and ensures the safe and supplied running of
the office. The post room volunteer will be responsible for all outgoing and internal
mail.

MAIN RESPONSIBILITIES:

We are looking for a dedicated and enthusiastic person to provide general
assistance to the team mainly by collecting, sorting and franking all outgoing mail.
This is a crucial part of Amnesty’s work, on which lots of campaigns and important
communications depend. The volunteer will also distribute internal mail and may be
involved in assisting the Facilities and IT team in other administrative duties.

The position will enable you to get a general understanding of the work and
organisation of AIUK, and will enable you to interact with staff members from a
variety of teams. Other duties will vary, and may include administrative tasks, selling
items on E-bay, support on projects or helping with supplies around the office. This
position would suit a person with a cheerful disposition looking for work experience
and eager to meet new people, and ready to undertake some repetitive and manual
tasks.

SKILLS REQUIRED:

Basic English (spoken and written)
Enthusiastic and eager to learn

Willingness to undertake routine work

Good team player

A commitment to Amnesty International’s vision
A good understanding of Equal opportunities
Experience of working in a post room desirable
Experience of selling items on E-bay desirable



