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VOLUNTEER ROLE
RECEPTION SUPPORT

Location: Prebend Street, Bedford
Time Commitment: Monday to Friday 10:00AM
- 2:00 PM, flexible scheduling available

Ideal commitment: At least one day per week (volunteers do not need to do the full four-hour shift)

Contact Us For B recruitment@smartcjs.org.uk
More Information: www.smartcjs.org.uk



Thank you for taking an interest in joining the team!
Founded in 1997, we are a charity that provides safe spaces for
people who have no home, have been rough sleeping or have
fallen on tough times As the landscape of social and health care
has changed, our services have adapted and grown, but we've
always kept the people we help at the centre of all that we do.

We believe that everyone needs a little help sometimes and, with
trust, respect and honesty, people can make incredible changes.
Our vision is to transform communities so that everyone has the
opportunity to achieve their fullest potential, participate in and
contribute to all aspects of life.

Our mission is to provide safe spaces to volunteer with
vulnerable people within our communities, empowering them
to make positive changes and take control of their lives.
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WHY JOIN US?
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We believe in diversity and inclusion. We welcome applications from individuals of all
backgrounds, including people with lived experience of homelessness.

With a strong culture and set of values that prioritise diversity and inclusivity, we strive to
create a work environment that is both motivating and inclusive.

YOUR BENEFITS

e Personal Fulfillment: Helping those in need is incredibly rewarding. You'll gain a sense of
purpose and satisfaction from making a tangible difference in people's lives.

« Skill Development: You'll develop valuable skills like teamwork, communication, organization,
and problem-solving, which are transferable to other areas of your life. Depending on the role,
you might even learn new skills.

* Networking Opportunities: Volunteering allows you to meet new people, both within the charity
and within the wider community, potentially opening up new career or social opportunities.

* Improved Mental Well-being: Studies have shown that volunteering is linked to reduced stress,
improved mood, and increased life satisfaction. The act of giving back can be incredibly
therapeutic.

* Increased Self-Awareness: Engaging with people experiencing homelessness can broaden your
perspective and increase your understanding of social issues.

We require all staff and volunteers to be committed to safeguarding and to respond
proactively to safeguarding concerns. Successful applicants are required to undertake an
Enhanced Disclosure and Barring Service (DBS). This job description will be supplemented
by annual objectives which will be developed in conjunction with the post holder.
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THE ROLE

The Reception Support Volunteer plays a key role in welcoming and
assisting visitors and service users at SMART CJS’s day service. Thisis a
front-facing role requiring strong interpersonal skills, patience, and the
ability to remain calm and assertive in challenging situations.

As the first point of contact, you will help create a safe and welcoming
environment, ensuring that those in need can access support while also
maintaining safety and security within the building.

Key Responsibilities

« Welcome and sign in visitors and service users, ensuring everyone is
accounted for (fire safety procedure).

« Answer the door and manage entry to the building, ensuring only those
assessed or eligible can enter.

 Direct service users to appropriate staff members for support and
assessment.

« Answer telephone calls, providing information and directing calls
appropriately.

« Monitor behaviour in reception and, when necessary, firmly but
professionally turn people away if they display aggression or pose a
risk.

« Record and update data using internal systems (use of databases is
desirable but training can be provided).

« Work closely with staff to ensure efficient communication and smooth
operations at reception.

Skills & Qualities Required

« Strong Communication Skills — Ability to interact confidently and
professionally with a diverse range of people.

o Computer Literacy — Comfortable using a computer for sign-in
procedures and database entry (training can be provided).

« Resilience & Assertiveness — Confidence to handle difficult situations,
including turning people away when necessary.

« Patience & Empathy — Understanding the needs of vulnerable
individuals and treating them with respect.

 Attention to Detail — Keeping accurate records for fire safety and entry
management.
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 Ability to Work Under Pressure — Remaining calm and composed in a

busy and sometimes challenging environment.
Training & Development

 Full training will be provided to ensure volunteers feel confident in their
role.

« Volunteers will have the opportunity to work towards a Care Certificate,
which is a recognised qualification for those looking to develop a career
in support work, administration, or community services.

Time Commitment
This role is available Monday to Friday, 10:00 AM — 2:00 PM.

« Volunteers do not need to commit to the full four-hour shift — we can be
flexible on hours.

e A regular commitment of at least one day per week is preferred to
maintain consistency at reception.

Why Volunteer?
e Gain valuable experience in reception, administration, and front-line

support.

« Play a key role in ensuring a safe and welcoming environment for service
users.

e Develop skills in handling challenging situations, communication, and
data entry.

» Be part of a dedicated and compassionate team making a difference in
the community.
 Enhance your career prospects with training and a potential Care
Certificate.
If you are interested in becoming a Reception Support Volunteer, we would
love to hear from you! Please get in touch to find out more about how you
can help.




