
 
 

 

Crisis Navigator Team – Admin and Customer Service Volunteer 

SWLLC is a community based, Legal Aid practice and a registered Charity. Our history dates back to 

1974 when the first law centres in Wandsworth were created. We became SWLLC in 2004 through the 

merger of a number of law centres in South West London. We now work across six boroughs, Croydon, 

Merton, Kingston, Richmond, Sutton and Wandsworth, helping people accessing, understanding and 

enforcing their legal rights.  SWLLC helps around 8,000 people per year.  

Our Crisis Navigators assist people at risk of losing their homes, who are unable to pay priority bills, 

have rent arrears or difficulties paying mortgages, secured loans or service charges. Through a number 

of services, they aim to improve people’s finances and alleviate poverty in the long term so to avoid 

people becoming homeless. The team now seek an enthusiast and proactive volunteer with great 

customer service to assist gathering feedback on the impact this project has had on vulnerable clients, 

by running questionnaires and contacting clients on the phone to ensure they have managed to save 

and remain in their homes. 

If you are seeking to develop your administrative and customer service skills, this role will provide 

you with invaluable client contact experience and an insight into the problems faced by diverse 

communities.  

 

Overall responsibility:  

You will be supporting our Crisis Navigators running surveys and questionnaires to clients who have 

been assisted through crisis and prospective clients referred to the service. This will include 

contacting clients on the phone to ask questions about their circumstances and financial situations, 

about their expectations of the service for new clients, and whether these expectations were met to 

clients who have already benefited from the project services. With further training and ongoing 

supervision, you will also learn to assist clients filling Welfare Benefit application forms, applying for 

Grants and Discounts on behalf of the clients and to carry out ad hoc administrative tasks 

 

 

Person specification 

Key skills:  

• Good attention to detail and high levels of accuracy 

• Good working knowledge of Microsoft Office (Word, Excel and Outlook) 

• Excellent interpersonal skills 

• Strong communication skills, both written and oral 

• Good organisational skills 

• IT literacy 

• Ability to work unsupervised 



 
 

 

Personal attributes:  

• Positive, proactive approach to work and a good team player 

• Understanding of the mission and values of South West London Law Centres 

• Enthusiastic  

Commitment 

We are seeking someone who can commit to volunteer every Wednesday, on an ongoing basis for at 

least three to six months. 

Location 

You will be required to attend the Croydon office for training purposes. After completion of training, 

you may also volunteer from home, on any other day (to be agreed upon). 

Remuneration 

While this is a voluntary, unpaid position, we can reimburse your reasonable expenses for up to £15 

per working day when travelling and volunteering in the office. 

Start date 

We are seeking someone who can start as soon as possible.   

Application process 

Please apply by sending your CV and a covering letter to volunteers@swllc.org. Please note that we 

will fill the role once a suitable candidate has been found so it is in your interest to apply as soon as 

possible. 
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