
Are you interested in being a Volunteer

Administrator?
Stirling District CAB

Summary of role

To help ensure the smooth running and organisation of the bureau.

What might you be doing?
· Scanning, emailing correspondence etc. for colleagues
· Updating databases and information systems 
· Filing and photocopying
· Answering the telephone and taking messages where appropriate 
· Ordering stationery and other supplies
· Uploading and checking client triage forms
· Updating bureau local information system and files.
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