                                                                            
Role Description: Mums Matter Admin Volunteer 

Responsible to: Corrina Such (Mums Matter Lead) 
Time commitment: A minimum of 3 hours a week (Pref Tuesday, Wednesday or Thursday) 
Location: WFH
Who we are – Mums Matter Service:  
Mums Matter is a perinatal mental health service designed and developed by mums for mums. The service aims to improve the mental health and wellbeing of new mums by empowering them with knowledge and understanding of perinatal mental health and expanding social networks.
Mums Matter is a facilitated peer support group made up of eight online sessions - the service also offers 1-1 Peer Support.
The overall aims of the service are:
· Raise awareness and understanding of perinatal mental health problems and symptoms among mothers and their support network
· Tackling common myths and assumptions around motherhood and parenting
· Providing support that addresses the wellbeing of mothers, so they are better able to look after themselves and their baby
Mums Matter supports mums with children aged 0-24 months to manage the everyday, nurture themselves and dispel the many myths. 
Purpose of role:  
We are looking for a Mums Matter Administration Volunteer to support the smooth running of our Mums Matter Service.
This role provides valuable administrative support that helps ensure mums can access group and/or 1-1 support in a timely and organised way. Working alongside the team, you will contribute to the efficient delivery of the service by supporting key administrative processes, maintaining accurate records and helping prepare clients for their Mums Matter journey.
This is an ideal opportunity for someone interested in peri-natal mental health, counselling, psychology, mental health services or administration who would like to gain experience within a supportive team.

Main tasks
· Supporting the administration of new Mums Matter referrals, including processing referral information and maintaining accurate records. 
· Preparing and sending first session information emails to mums, booking appointments and ensuring communications are sent before support begins.
· Updating Mums Matter caseload information, referral log and internal databases to ensure records remain accurate and up to date.
· Recording activity on Charity Log and other service monitoring systems. 
· Assisting with general administrative duties, including data entry, document preparation and record maintenance. 
· Helping identify opportunities to improve administrative processes and suggesting ideas to streamline workflows. 
· Supporting the Mums Matter team with additional administrative tasks as required. 

What we are looking for:
· Someone with excellent organisational skills and strong attention to detail.
· A reliable and trustworthy individual who can work accurately with confidential information.
· Good written communication skills.
· Confidence using Microsoft Office, particularly Outlook and Excel, or a willingness to learn.
· Someone who enjoys working methodically and can manage routine administrative tasks independently.
· An interest in mental health, counselling or supporting services for mums experiencing perinatal mental illness.
· A friendly, professional and positive approach to working within a team. 
What we can offer you:
· Ongoing support from the Mums Matter team.
· Access to internal training on mental health, digital platforms, safeguarding, and service processes.
· The opportunity to contribute to a service making a positive difference to children and young people in Hertfordshire.
· Opportunities to develop digital, administrative, and innovation skills.

Next steps:
If you are interested, please complete our application form
Volunteer With Us
Or contact us on 0203 727 3600
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