
 

Reading Advice Network, Events Administrator: Role Description 

Reading Advice Network (RAN) is a small charity that supports other charities and organisations 
that themselves provide Information and Advice to members of the public in Reading and 
surrounding areas. RAN does not provide Information and Advice itself. RAN’s current 14 Member 
organisations are varied in their scope and size www.readingadvicenetwork.org.uk/members/  

Our organisation has been in existence since 2013 www.readingadvicenetwork.org.uk/about/history/ 
and currently has a voluntary Board of Trustees and no paid employees. 

Amongst RAN’s functions is running approx. three Advice Forums per annum, bringing together 
our Members and other organisations to consider and discuss topics of interest or concern; RAN 
also provides an accredited Quality Standard that our Members are expected to meet. 

RAN is looking for some practical volunteer assistance for our events, principally the Advice 
Forums, to assist the smooth running of these. Other administrative help not allied to those 
events and the general operation of RAN is welcome but not essential. 

Volunteer Role Title: RAN Events Administrator (voluntary position) 

Purpose of role: To help RAN provide regular Advice Forums 

To help administer and run those Forums, in association with 
Trustees 

Who is this role ideal for?  If you’ve got administrative and/or small-events management 
skills, abilities or experience 

 If you’re wanting to improve your administrative skills or gain 
more events management experience  

 If you’re organised and like organising events 

 If you’re enthusiastic about charities and the Voluntary Sector, 
even if you don’t know much about them 

What will I be doing? Providing administrative support for RAN’s events, principally the 
Advice Forums held approx. three times per year: 

 Book venue 

 Promote the events 

 Ensure Members, other organisations, speakers and guests are 
invited 

 Prepare attendee packs 

 Organise refreshments and room layout 

 Assist with reception points at events 

 Help tidy after events 

 Other tasks as agreed with you by the Trustees, within your time 
commitment, abilities and training 

What skills, experience, 
interests and knowledge do 
I need? 

 Reliability and the ability to make a commitment to RAN 

 Good literacy & confident verbal communication skills 

 Understanding of the need for confidentiality 

 Access to computer and telephone (reimbursed costs of use) 

 High-quality telephone and email ability 

 Knowledge of the Voluntary Sector or Public and Health Sectors 
in Reading would be beneficial but is not essential 

What could I gain from my 
volunteering? 

 Ability to use your skills in a different context 

 Boost to your existing communication skills and confidence 
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 Greater understanding of charities, especially those providing 
Information and Advice to the public 

 Evidence for your CV and reference for future employment or 
other volunteering, if needed 

How much time and at 
what times will I be 
needed? 

 Total volunteering time will vary, depending on proximity to 
Advice Forums, when it may be up to ten hours for that week 
only; most of the time, it will be much less and does not need to 
be a weekly commitment 

 Advice Forums usually run from 09:30 to 12:00, three or so 
times per annum, so sufficient time beforehand and after these 
on that day 

 Otherwise, times for administrative tasks between Forums 
would be self-managed and mutually agreed 

How long will I be needed 
in this role? 

We would appreciate a commitment for at least twelve months 

Where is this role based? Ideally home-based with good access to computer and telephone; 
you do not have to be based in Reading, but access to the town for 
Advice Forums and to meet with Trustees is expected 

Will I be expected to 
travel? 

Not for most of the tasks, but attendance at Advice Forums which 
are usually held at Reading Borough Council Chamber is obviously 
an essential part of the role 

What training will I be 
given? 

 Induction, safety, safeguarding, confidentiality 

 General information about RAN, our aims, background and 
Membership 

 Awareness of the voluntary sector in and around Reading 

What support will I be 
given? 

 Regular contact with RAN’s Chair by phone and email; some 
face-to-face meetings as mutually agreed and as needed 

 Support from other Trustees 

 Links to other organisations and volunteering support 

What do I need to do in 
order to volunteer? 

 Provide us with your CV and an Expression of Interest by email 
to chair@readingadvicenetwork.org.uk  

 Attendance at an informal interview 

 Give us details of two references 

How do I find out more? You can have an informal discussion with the Chair of the Board of 
Trustees, initially by email to chair@readingadvicenetwork.org.uk 

Please feel free to ask any relevant questions about RAN, about the 
role and our expectations 

How do I apply? Send us your CV, plus an email briefly explaining why you are 
interested in the role, and how you hope to assist RAN 

What happens after I 
apply? 

After we receive your CV and Expression of Interest, you may be 
invited to an informal interview with two Trustees 
This will give you an opportunity to explain your offer and what you 
hope to gain from it, as well as giving us a chance to explain our 
needs and understand how you can help us 
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