
Are you interested in being a  

Receptionist 
Volunteer
Stirling District Citizens Advice Bureau

Summary of rôle

Due to a substantial increase in the demand for advice from members of the 
public all over Stirling district. Stirling Citizens Advice Bureau is therefore now 
seeking to recruit volunteers to train as receptionists to assist our volunteer 
advice team.

You will be the clients’ first point of contact when clients phone into the bureau. 
You will make sure they are given a warm and efficient welcome. 

What might you be doing?

· Welcoming clients and anyone they have with them
· Explaining waiting times and procedures to clients
· Telling people what the CAB can do in a way that suits them 
· Working within agreed bureau systems and procedures.
· Answering the telephone and completing a triage sheet which is 

then passed onto a volunteer adviser or member of staff.
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