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Volunteer Role Description 

Lead Administrator 
 

If you are keen to make a difference to the life chances of children, young people and adults on the wrong side of the 
digital divide, across Somerset, then this voluntary role could be for you. 

SCHol Tech Community Interest Company is looking for an experienced administrator to co-ordinate the activities of 
this brand-new community enterprise (started January 2021) as its founders and key members of the team prepare 
to go back to work following furlough or reduced work during the lockdown. 

The role 

As a key member of the team, working closely with the 3 directors, your duties will be to: 

• Coordinate activities and volunteers across the company.  
• Keep a regular focus on key channels of communication. 
• Liaise frequently with the board to ensure that knowledge is shared, details are not lost and actions are 

followed through. 
• If interested, there is also the opportunity to act as clerk to the Board of Directors, though this can be 

recruited as a separate role. 

The skills and experience we are looking for are: 

• You will ideally have professional admin experience.  
• You are confident on the phone, inbound and outbound. 
• You enjoy meeting new people and are a good communicator. 
• You are organised and able to be flexible with evolving IT systems of working as SCHol Tech continues to 

improve processes. 
• You ideally will have good experience of Word & Excel, and a willing ability to learn new IT systems.  
• Whilst it is not a core part of the role, there may be odd car driving journeys needed, so whilst not a 

requirement, the ability to drive your own car occasionally will be bonus. 

Commitment requested: 

• You will be home based. You will need quality broadband provision in your home. Alongside admin work we 
use Zoom and other video-based services to keep in touch. 

• We estimate the role will require around 10 hours per week, spread over the week – although the scope and 
breadth of future work in the CIC is not entirely clear. Some weeks we may be less busy than others. 

• Hours are flexible, to fit in with your schedule, though availability during weekday daytimes is required for 
some tasks. 

• You will work with and report to the Directors. 

In return we give you: 

• Any agreed expenses and petrol at 45p/mile for journeys made on SCHol Tech business. 
• The opportunity to develop your skills and play a key part in the growth of a new community enterprise. 
• Experience that will help you secure employment in an increasingly challenging jobs market. 
• Where appropriate, provide or loan you IT equipment for you to work on, or assist in upgrading / expanding 

your own IT equipment to make it faster and easier to use.  
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Background to SCHol Tech 

SCHol Tech Community Interest Company is a Taunton-based company that grew out of a community action group in 
early 2021.  It takes in donated old & unloved laptops, refurbishes them and either donates them to members of our 
local community who are in need, or rents them out for specific purposes, all in an effort to close ‘the digital divide’ 
across our region. 

The work started when the region’s school children were doing school from home in the Covid-19 lockdown. 
Between 9 Jan 2021 and 8 March 2021 SCHol Tech collected over 175 laptops and managed to deliver 122 
refurbished laptops to families across Wellington, Taunton and Bridgwater in that time. At the time of writing, we 
have now delivered 142 laptops, and have more in our refurbishment stage. 

After the schools returned early March, the directors formed a Community Interest Company, and through a mixture 
of grant funding and donations from local individuals and societies, decided to carry on taking in laptops and making 
them available to people from different demographics across the area where there was a clear need to help, with a 
principal aim to continue supporting the education sector first. 

As of 22nd March 2021, SCHol tech is run by around 18 volunteers – three directors (Tim, Brian and Simon), a grant 
funding specialist (Vicky), 5 Technicians, a group of lovely and enthusiastic role-specific administrators and drivers.  

 

To Apply for this role 

Please get in touch via email to directors@schol.tech if you would like an informal chat and to find out more.   

To apply, please explain your interest in the role and the skills and experience that you are able to offer ideally in a 
CV (but we also accept a free form email) and send them to directors@schol.tech. 

Deadline: We are hoping to recruit by 12 April 2021, but this position remains open until we can fill the role.  

Thank you  

 

March 2021 
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