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VOLUNTEER ROLE DESCRIPTION



Inpatient Unit Receptionist 

St David’s Hospice provides specialist palliative care to adults in North West Wales with life-limiting illnesses, including support to their family and carers.


Outline of opportunity 
As an Inpatient Unit Volunteer Receptionist, you will play an important role in helping patients, families, visitors, staff and volunteers feel welcome. 
By providing a friendly, calm and reassuring presence at the reception desk, you will help create a supportive environment for people visiting or staying in the Inpatient Unit. 
This role supports the hospice care team by helping with reception and light administrative tasks. Volunteers enhance the experience of patients, families and visitors and work alongside staff; they do not replace paid roles or provide clinical care. 

What will I be doing?
· You will help to provide a friendly and welcoming environment for visitors.
· Greeting visitors and directing them appropriately.
· Assisting with visitor sign-in and other security procedures.
· Answering and transferring phone calls.
· Undertake tasks as directed by the nursing staff
· Informing relevant staff members when visitors arrive.
· Taking and passing on messages accurately.
· Supporting light administration tasks.
· Non nursing duties as requested.

What skills and personal qualities will I need?
· A good listener and communicator
· A friendly, caring manner and be happy to contribute to the work of a team. 
· Reliable and able to follow agreed procedures.
· Compassionate and sensitive to the needs of others.
· Organised and able to remain calm in a sensitive and sometimes emotional environment.
· You will need to observe confidentiality of the Hospice, its patients, staff and volunteers and other statutory regulation e.g. equal opportunities, data protection, safeguarding. Full training and induction will be fiven.

How much time will I need to commit?
Shift patterns: Saturday and Sunday 09:00am – 1:00pm and 1:00pm – 5:00pm.
However, we are recruiting more than one volunteer so we are open to discussing any time that you can help with.
Where will I be based?
St David’s Hospice Inpatient Unit.
How to apply:
· Online: www.stdavidshospice.org.uk
· Call: 01492 879058.
· Email: jasmine.pilling@stdavidshospice.org.uk
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