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Dementia Support Administrator (Voluntary)
Our Sow & Grow sessions aim to support people to live well with dementia. We use gardening, cooking and craft activities, as well as providing plenty of opportunities for reminiscence, reflection and discussion.

We require an admin assistant to work in the office and help the dementia project lead to administer these sessions. This is vital to the success and development of these programmes. 
Role:
· Assisting the Dementia Project Lead in handling co-worker (service user) information, liaising with carers, working on a database and assisting with the organisation and planning of the Sow & Grow sessions themselves.
· Maintaining the dementia filing systems. 

· To comply with data protection regulations, ensuring that information relating to co-workers, volunteers, trustees, staff and financial matters remains confidential.
Personal Specification:

· Experience and Knowledge of how to use Microsoft Word (Essential), Microsoft Excel (Desirable) and Microsoft Access (Desirable)

· Good Written Communication Skills, Phone Manner and Listening Skills

· Ability to work well in a diverse team of volunteers and staff

· Flexibility and an ability to adapt to different tasks each week

· Be organised, punctual and reliable
· An interest in working with people with dementia

Volunteer Gains

· Experience of working in a community organisation

· Experience of working with and meeting new people

· Experience in handling sensitive information. 

· Experience using information systems. 

· Reasonable travel expenses will be reimbursed

· News and updates about activities within the sector

Timing

We ask that you commit to a minimum of 1 day a week. This can be split into two half days if necessary.
Location

Sydenham Garden, 28A Wynell Road, London SE23 2LW
https://www.sydenhamgarden.org.uk/
