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Volunteer Administrative Assistant 

COHRED is looking for volunteers to assist the Office Manager and senior management team with administrative tasks.  Tasks will include making travel arrangements and preparing travel documentation for senior personnel, scheduling meetings and business trips using an electronic diary, maintaining office supplies and processing financial documentation for travel and routine office expenditure, as well as other administrative tasks as required.

Volunteers should have previous experience of administrative work, be computer literate and fluent in written and spoken English.  A good knowledge of French and knowledge of the field in which COHRED works would be an advantage.  

In return, volunteers will have the chance to work within a small, creative, committed and inspiring team of people from a rich variety of backgrounds and an opportunity to help bring sustainable solutions to the health and development problems of people living in low and middle income countries. Hours are flexible, dependent on availability, and can be offered on a full/part-time basis.
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Volunteer Administrative Assistant 

COHRED is a non-profit organisation with the goal of maximising the potential of research and innovation to deliver sustainable solutions to the health and development problems of people living in low and middle-income countries.

To help support its work, COHRED is looking for volunteers to assist the Office Manager and senior management team with administrative tasks.  Tasks will include making travel arrangements and preparing travel documentation for senior personnel, scheduling meetings and business trips using an electronic diary, maintaining office supplies and processing financial documentation for travel and routine office expenditure, as well as other administrative tasks as required.

Volunteers should have previous experience of administrative work, be computer literate and fluent in written and spoken English.  A good knowledge of French and knowledge of the field in which COHRED works would be an advantage.  

In return, volunteers will have the chance to work within a small, creative, committed and inspiring team of people from a rich variety of backgrounds and an opportunity to help bring sustainable development - to those who need it most - a step closer to reality.   Hours are flexible, dependent on availability, and can be offered on a full/part-time basis.
