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Could you help us at our Retreat, a heritage Cadbury home set in five acres of beautiful grounds on the Waseley Hills? We are looking for help in our office with bookings, emails, check-ins and admin tasks; as well as practical support for the care of our building, reporting repairs, managing supplies and re-organising unused spaces. 
Location: The Greenhouse at Barnes Close, Chadwich Manor Estate, Bromsgrove, Worcestershire, B61 0RA.
Time commitment: Flexible. Our office hours are Monday, Tuesday, Thursday and Fridays 10am-4pm. We also have monthly volunteer days on the second Monday of each month.
About us
The Greenhouse at Barnes Close is an ecumenical Retreat Centre with 17 bedrooms and communal lounges and kitchen. We have day and residential retreats, community gatherings and more making space to explore faith and justice, reconciliation and peace. 
Volunteers are at the heart of our community. From our Board of Trustees and Chaplaincy to hospitality, housekeeping and grounds maintenance we value all of our volunteer’s contributions in this special place.
About the role 
Assist in the day-to-day activities of our building and facilities, providing administrative support to our Operations Manager. In taking care of our facilities and assisting in our offices, you will help to create a safe, well-maintained environment supportive of our activities for our staff, volunteers, and the communities we serve.
· General administrative duties ie. email correspondence, answering the phone, printing building signage, schedules and handouts.
· Guest bookings: supporting with group check-ins, bookings and enquiries.
· Supporting the Operations Manager with day-to-day management of our house and grounds, including routine maintenance and repairs, co-ordinating with contractors.
· Assisting in managing supplies, organising storage rooms and other practical tasks of this nature.
Key skills required 
· Basic computer skills, good organisational and communication skills.
· Ability to work as part of a team and follow health & safety guidelines.
· Reliability and a positive, can-do attitude.
· Friendly and approachable manner.
· Experience and knowledge would be great, but not essential as volunteers will receive all support and training required.
Benefits to you 
· Learn and develop new skills and experience in an office and team environment.
· Meet new people and be part of a friendly, supportive team.
· Improving your confidence and self-esteem.
· Have a positive, meaningful impact on your surroundings.
· Meet new people, develop new social connections and shared interests.
What you can expect from us
· An introduction to how the organisation works and your role through Induction training and support that you need to thrive in your role.
· This is a voluntary role with no payment, but reasonable expenses may be reimbursed with prior agreement.
· Opportunity to share weekday midday prayers and lunchtime with other staff and volunteers.
· A safe working environment with appropriate training and personal protective equipment (PPE) should you need it for your role. 
· All volunteers and staff are supported in line with our Equal Opportunities Policy, Volunteer and Staff Codes of Conduct and Conflict Transformation Process.
Volunteer agreement
· Sign and agree to our Volunteer Code of Conduct and our Transforming Conflict Policy. By doing so you are helping to make our volunteer team a great place to be.
· Keep to all other policies and procedures, summarised in the volunteer handbook.
· Work only within the parameters of your volunteer role description. 
· Undertake training and updates. 
· Maintain the commitment you choose to make. 
· Communicate any needs or desired changes to your role with our Volunteer Coordinator.
Next steps
Complete and return an application to us, available as a paper copy and on our website. Please let us know if you need an alternative format or need assistance to complete an application. Please call us if there is anything else you need to know.
We will then contact you to talk to you about your application, our organisation and the role/s you have applied for.
Contact us 
· Address. The Greenhouse at Barnes Close, Chadwich Manor Estate, Bromsgrove, Worcestershire, B61 0RA
· Email. volunteering@greenhouseatbarnesclose.org.uk
· Website. www.greenhouseatbarnesclose.org.uk  
· Tel. 01562 710278
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