Volunteer Administration Support Role – New Forest Aquaponics
Location: New Forest Aquaponics, Blackfield Store (or remote, if applicable)
Hours: Flexible – Approx. 2 hours per week
Location: Home based with some  trips into the Blackfield for meetings and to collect paperwork for data entry (we could drop this to you if it helps).

Reports To: Debbie Whitcombe: Project Support Coordinator. 

About New Forest Aquaponics
New Forest Aquaponics CIC, is a community-driven organisation focused on sustainable environmental projects, including aquaponics, gardening,  local food initiatives, a Repair Café, Clothes Swap to name but a few. Our projects have gained a strong following, and we are dedicated to supporting the environment through innovative practices. One of our key initiatives is the Blackfield Store, a membership-based community shopping offer that’s open to everyone.
As our projects grow, so does the need for organised administrative support. We're looking for a reliable and efficient volunteer to join our team and help keep our operations running smoothly.

Role Overview
As our Volunteer Administration Support, you will assist with key administrative tasks that help us maintain accurate records and ensure that our projects run effectively. This is a great opportunity for someone who is organised, enjoys data management, and has an interest in supporting a growing community-focused organisation.

Key Responsibilities
· Data Entry: Accurately input weekly attendance records into our online system (Plinth), ensuring all data is correct and up-to-date.
· Organisational Support: Help us set up and maintain systems that keep our projects running efficiently. This includes assisting with record-keeping, filing, and general administrative tasks.
· Reporting: Assist in compiling data and reports required for our funders to demonstrate the impact and progress of our projects.
· General Admin: Support the team with other administrative tasks as needed, ensuring smooth day-to-day operations of the Blackfield Store and other related initiatives.

Key Skills & Qualities
· Attention to Detail: We need someone who is meticulous and committed to keeping records accurate and well-organised.
· Organisational Skills: A love for creating order and implementing systems that ensure efficiency is key.
· Comfortable using databases to enter data. While no prior experience with is required, you’ll need to be comfortable learning new systems. We’ll provide full training.
· Team Player: This is a collaborative role where you’ll be working closely with others, so a good communicator is essential.
· Passion for the Environment: An interest in sustainable practices and environmental issues is a plus, as you’ll be supporting projects that have a positive impact on the planet.

What We Offer
· Training & Support: You’ll receive all the training you need to carry out your work and to understand the projects we’re working on.
· Flexible Hours: We understand that volunteering is a commitment, so we offer flexible hours to fit your schedule.
· Be Part of a Growing Community: Your contribution will directly impact the success of community projects that benefit the environment and local people.
· Satisfaction of Making a Difference: You'll play an integral role in supporting sustainable projects that aim to make a difference in the community.

Join us at New Forest Aquaponics and help us create a sustainable future! 🌱

