
 

 
 
 
CARERS IN HERTFORDSHIRE        

Administration Volunteer 

Carers in Hertfordshire is a charity that provides advice, information and support to unpaid 
carers – people looking after someone who is elderly, disabled, has a physical or mental illness 
or who misuses drugs or alcohol.     

 

WHERE AND WHEN 
 
 
 
 

This role would be based in our office at The Red House, 119 Fore 
Street, Hertford, SG14 1AX. Office hours are Monday to Thursday 
9am - 5.30pm and Friday 9am - 4.30pm. 

There may be some opportunities to work remotely too. 

ROLE Carers in Hertfordshire is looking for a volunteer who could help us 
with general administration duties across several services.   

Our Carers Passport service has been running since 2013 and to 
date we have issued 18,000 carers with Passport cards to access 
discounts. Tasks include registering carers on our database, 
updating information, editing photographs and printing Carers 
Passport cards.  

Our Information Care Planning Service supports carers with 
information. Tasks include registering carers on our database, 
ringing carers to collect information about them and their caring role 
and giving a short overview of the services that Carers in 
Hertfordshire offer to carers on the phone. 

WHAT WE ARE 
LOOKING FOR IN YOU 

• Communication and organisational skills 

• IT skills 

• Friendly and helpful manner 

• Honest, committed and reliable 

• Able to work independently as well as part of a team 

• Enthusiasm to help unpaid family carers 

WHAT YOU CAN GAIN 
FROM THIS 
OPORTUNITY 
 

• An opportunity to help unpaid carers. 

• Meet and volunteer with new people. 

• Enhance current skills and boost your CV. 

• Feeling of self-fulfilment and to be valued for your time and 
effort that you give. 

GENERAL 

INFORMATION 

Hours range from 2 - 4 hours commitment a week.                                                                 
Training and supervision are provided with the posts.                                
All out of pocket expenses can be paid. 

 
Please note this opportunity is only available to those over 18 years of age.  
This role will require a DBS check (formerly CRB) . 
 
For more information contact us: 
Telephone: 01992 58 69 69 
Email: volunteer@carersinherts.org.uk 
Website: www.carersinherts.org.uk/volunteer/   
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