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First Contact Volunteer
About Kingston Carers Network
Kingston Carers Network (KCN) is an independent charity supporting unpaid carers of all ages who care for someone with an illness, disability or substance misuse problem.
Our vision is a future where unpaid carers are recognised, valued, and supported to live and care well – with their own health and wellbeing treated as just as important.
The role
As a First Contact Volunteer, you’ll be one of the first friendly faces or voices that carers encounter when they get in touch with KCN. You will help create a welcoming and calm environment where people feel comfortable and listened to and help connect them with the right member of our team. 

You will be supported with full induction, training, and ongoing guidance throughout your time with us.

What you might help with
Tasks may include:
· Welcoming visitors and helping them feel at ease
· Offering refreshments where appropriate
· Letting staff know when visitors arrive
· Answering phone calls and taking messages
· Helping record information on our database
· Supporting with referrals and sending welcome packs
· Light admin tasks such as copying or scanning 
· Receiving deliveries
· Contacting carers as part of our triage process
· Providing a high standard of friendly, respectful support
Time commitment
We hope volunteers can offer some regular time, for example:
·  A weekday morning (approximately 9:00am – 1:00pm) is preferable.
However, we aim to be flexible and will work with you as much as possible. There is no obligation to commit to a fixed period, though many volunteers choose to stay for several months or longer.
Location
Kingston Carers Network, 418 Ewell Road, Tolworth, KT6 7HF
Expenses & training
· Reimbursement of reasonable out-of-pocket expenses (such as travel and up to £5 for lunch) in line with our expenses policy.
· Full training and ongoing support provided free of charge
What’s in it for you
· Gain valuable administrative and office experience
· Build confidence and transferable skills
· Contribute to supporting unpaid carers in your community
· Be part of a welcoming and supportive team
The qualities we’re looking for
· Friendly, approachable and a good listener
· Comfortable in a busy office environment
· Confident communicating in person and on the phone
· Basic computer and email skills
· Reliable and organised

Important information
This is a voluntary role and does not create a contract of employment. Volunteers are free to stop volunteering at any time.
What happens next
· Apply online: https://forms.office.com/e/wwr4nDfsiP
· Informal interview (online or in person)
· References and DBS check
· Four-week supported trial period to help you decide if the role suits you 
Contact
Jess – Volunteer & Mentor Manager
Email: jess.burrows@kingstoncarers.org.uk
Phone: 07458 305 353
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