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Guidelines for Admin Support volunteer for completion of phone calls

Main areas of responsibility
· Make calls to potential volunteers to complete a variety of home-based admin tasks.
· Calls can be made on any day of the week from 9am to 8pm.
· Acting as the first point of contact following a potential volunteer enquiry. 
· Taking clear, detailed and accurate information in a professional manner that is passed on in a timely manner.
· Report any urgent problems or concerns to your Canine Partners point of contact
· Adhering to strict data protection and confidentiality when handling personal or sensitive information. Maintain appropriate boundaries.
· Follow the scripts provided on the forms.
· Complete further training as and when required to support you and your volunteering role.
· When contacting potential/registered volunteers, either use a notebook to capture information or add direct to word document/spreadsheet.
Privacy of your phone number
To hide your number from a landline, dial 141 and then the number
· To hide your number from an Android device go to the ‘phone’, press the vertical 3 dots for a drop-down menu and select ‘settings’, select ‘supplementary services’, select ‘showing caller ID’, click ‘hide my number’
· To hide your number from an Apple device go to ‘settings’, select ‘phone’, select ‘show my caller ID’, slide the circle to the left to hide number and back to right (green) to show number.) 
· We confirm within our communications, the phone calls will come from a private/hidden number. 

For data entry forms and arranging home checks - If you are unable to contact, leave a voicemail, use the following, suggested, template as an example to leave a message – ‘Good Morning/Afternoon. My name is (name) and I am contacting you on behalf of Canine Partners, to discuss your interest with our (insert volunteer opportunity) to complete a (insert admin task/home check). I am sorry I was unable to speak with you. I will be in touch again soon. Thank you’  

If you are unable to contact after several attempts, contact Volunteer Team at volunteer@caninepartners.org.uk 
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