Volunteers are required to help take BEMA forward
BEMA is currently looking for reliable, enthusiastic and committed volunteers to help drive forwards its development. Ideally you would have some knowledge of the arts and of administration (or be prepared to undergo training), be free for between three and seven hours on a Monday or a Friday and able to commit to a minimum of six months.
We have attached summarized details of the services BEMA provide but for more information on current or forthcoming activities, visit our website on http://www.bemanetwork.org.uk or our Facebook - bema arts. You way also wish to guarantee receipt of our quarterly newsletter or regular bulletin, by completing the attached membership application form. From next year there will be a membership affiliation fee so you should take advantage of this offer now.
Listed below are some of the duties you would be required to carry out. If you would like to meet to discuss possibilities why not email Ngoma or Andrea on bemaadmin@hcvs.org.uk or ring them on 020 7923 1962 to arrange a meeting.

	Answering the phone - logging all calls out and in

	Attending meetings, functions or events and preparing a feedback report

	Developing the data base

	Facebook update 

	Filing

	Handling queries about forthcoming projects

	Handling queries about the BEMA cluster opportunities

	Interviewing organisations and groups for Bullitin articles

	Logging incoming and outgoing mail and referring correspondence 

	Making appointments and keeping Chair’s diary

	Meeting notification (members, clusters & M/C)

	Member recruitment 

	Membership update (data base entries and hard copy application forms)

	Obtaining free or cheap publicity in local and arts based publications

	Respond to emails - referring to M/C or Co-ordinator where appropriate


