
Volunteer Role: Admin Assistant, Edinburgh 
 
LGBT Health and Wellbeing is a unique initiative promoting the health, wellbeing and 
equality of lesbian, gay, bisexual and transgender (LGBT) people in Scotland. We 
provide a programme of activities, events and courses with the aim of working to improve the 
social, emotional, physical and mental wellbeing of the LGBT community. Volunteers support the 
work of the organisation in a variety of roles and we highly value the contribution they make. 
 

Support Person Camille Vincent, Project Assistant 
camille@lgbthealth.org.uk, 0131 523 1102 

Role Purpose To assist the Project Assistant in carrying out a number of administration 
tasks within our Edinburgh office. 

Specific Tasks  Carry out data entry by inputting data to LGBT Health’s databases.  

 General admin tasks such as typing up notes, filing and photocopying, 
and making up files. 

 Assist in managing our leaflet display by removing out of date 
information and keeping the display tidy. 

 Option to undertake other projects which will benefit the organisation. 

Skills and 
Qualities 
Needed 

 Ability to use a computer 

 Previous experience using MS Access databases is useful. 

 Attention to detail 

 Enthusiasm, reliability and integrity 

 Ability to work well on own and work closely with Volunteer Supervisor, 
whilst in an office environment 

 An interest in LGBT communities 

 Trustworthiness and ability to keep information confidential. 

 You should be at least 16 years old. 

Commitment Weekly commitment of 2-3 hours, day and time flexible 

Support and 
Training 

 All volunteers are required to attend Induction Training around the 
policies and ethos of the organisation and working with people who 
access our services. 

 Volunteers will be given one-to-one direction and guidance with their 
work tasks on a weekly basis by Volunteer Supervisor. 

 Volunteers will be given ongoing individual support and supervision 
from Volunteer Supervisor approx. every 6 months. 

 Outside these meetings any issues of concern should be raised with 
the Volunteer Supervisor.  

 Ongoing training opportunities and informal discussions around 
relevant issues will be offered. 

 Reimbursement of public transport costs to place of volunteering. 

Expectations of 
Volunteers  

 To uphold LGBT Health and Wellbeing’s Policies. 

 Commitment to confidentiality. 

 Reliability in communication, especially to provide advance notice if 
unable to attend volunteering shift. 

 Willingness to use support provided by Volunteer Supervisor 

 Commitment to attend on-going support meetings. 

Location of 
volunteering 

LGBT Health and Wellbeing, 9 Howe Street, Edinburgh, EH3 6TE 
Accessibility: There are 5 steps from the pavement to the front entrance of the 
building, and the office is up a flight of 24 stairs. 

Restrictions on 
volunteering 

Due to the sensitive information you will be handling, there may be a conflict 
of interest if you access our services. You are encouraged to discuss any 
such conflicts prior to applying for this volunteering role with the Volunteer 
Supervisor. 
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