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Role Profile – Floating Support Admin 


Activity Description 

To provide support to clients as part of the Refugee/Asylum Seeker Project who require assistance filling out/completing forms such as Homechoice and Homefinder. As a volunteer you will work alongside our Floating Support team and dedicated volunteers. At times you may need to use translation services, this could be via the phone or online for clients where English is a second language. Training will be provided on using translation services and you will be shown best practice in the completion of forms and applications that you will be supporting clients with.

The ideal candidate would be confident with form filling and confident in meeting and engaging with new people (some of whom may have experienced various levels of trauma and may have a lack of trust with professionals).

Volunteering Tasks

· Sit alongside clients helping them to complete forms (Homechoice, Homefinder etc).
· Use our phone translation service where necessary.
· Be a friendly point of contact for our clients and help ease them through processes of finding accommodation.
· Work alongside our Floating Support Officers and get an understanding of Launchpad and housing systems/options.
· Feed back trends to the team.

Skills Required for the Role

· Excellent communication skills – verbal and written.
· Strong admin and organisational skills.
· Proficient IT skills.
· Good team working.
· Friendly personality.
· Good listening and observation skills.
· Patience, empathy and understanding.
· A second language would be welcome but not essential.
· A knowledge of immigration services and immigration law would be a bonus!

Training / Support Provided:  

· Training provided by Floating Support Team Leader and Floating Support Officers.
· Training on translation services provided.
· An understanding and overview of Launchpad and what we do will be given.



Time Commitment:

We work with a number of people who need support with completing forms and applications, If you can offer a  few hours or a few afternoons a week Monday - Friday, it would be greatly appreciated.

For your reference, our Drop In Service runs on Monday, Wednesday and Friday 10:00 – 14:00.


Additional Information:

This is a non-driving role.

· £6.00 towards purchase of lunch
· Travel expenses / mileage can be claimed (receipts required).
· Timesheets aTimesheets and expenses to be completed at the end of each month.
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