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Administration Volunteer
The Welfare Rights Centre is a community legal centre that specializes in social security law and family assistance law. We provide free legal information, advice and representation to thousands of New South Wales residents each year who have been affected by Centrelink decisions. 

Position Description
The Welfare Rights Centre is looking for volunteers who can commit to 1x 4hr shift per week in an administration role for a minimum of 6 months. 
Volunteers receive onsite training including an induction process and ongoing support and supervision. 
Experienced front desk volunteers may be invited to move to other volunteer roles such as Intake Volunteer or Practical Legal Training Volunteer as those roles become available.

A volunteer will be eligible for a reference and/or a statement of service after volunteering for six months or more.

Your duties will be:
· Administration duties include managing incoming calls, filing, scanning documents, accessing the client data base, opening and closing of files, monitoring mail, email and faxes, managing the centre calendars and general support of the Admin Officer. 
· Paralegal duties include performing conflict checks, managing the accurate recording of client information, recording client instructions, referrals, legal research, policy research, reviewing documents and general support of Caseworkers/solicitors. 
· Attending and participating in Induction and other training sessions as required. 
· Contributing to the smooth running of the Centre’s operations. 

Qualities that we are looking for:
· Organisational skills
· Ability to communicate confidentially and respectfully
· Passion for human rights and economic justice
· Genuine interest in supporting our work and providing assistance to those most vulnerable

Application
Please send a brief resume & answers to the selection criteria below to recruitment@welfarerights.org.au. 
[bookmark: _GoBack]For additional information about the role, please contact Amelia Garpendal, Administration Officer on 02 9211 5389 or visit our website via https://welfarerightscentre.org.au/volunteers/. 
Administration Volunteer – Selection Criteria
Questions:
1. Have you had any previous experience volunteering?

2. Do you have any office administration or customer service experience?

3. Do you have any paralegal experience?

4. Why do you want to volunteer at the Welfare Rights Centre? (200 words max)

5. Why do you think it is important to have a strong social security system? (200 words max)

6. Sometimes our clients can be very distressed when they are calling us. How do you think you would deal with a distressed caller?

7.  What skills can you bring to the Centre?

8. Please highlight your availability: 

Morning:		Afternoon:
Monday		9am – 1pm		1pm – 5pm

Tuesday		9am – 1pm		1pm – 5pm

Wednesday 		9am – 1pm		1pm – 5pm

Thursday		9am – 1pm		1pm – 5pm

Friday 			9am – 1pm		1pm – 5pm

9. When would you be available to start volunteering with us? 

10. Can you confirm that you have not been disqualified from working in a legal practice, or been convicted of a serious criminal offence?

[Under the Legal Profession Uniform Law WRC cannot have people associated with our legal practice who have been convicted of a serious criminal offence, or who have been disqualified from working in a legal practice, unless approval is obtained from the Law Society (disqualified people) or the NSW Civil and Administrative Tribunal (people convicted of a serious criminal offence).

If you have been disqualified from working in a legal practice or convicted of a serious criminal offence, you are invited to contact WRC Principal Solicitor, Natalie Ross, for a confidential discussion about the possibility of obtaining approval. To do so, please email natalier@welfarerights.org.au]
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