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Hello Club Support 

Overall 

The Hello Club Support volunteer keeps our booking system ‘Hello Club’ running smoothly.  This role 
is perfect for someone with experience in IT and problem solving. A laptop or desktop for accessing 
Hello Club is desirable, but not essential. 

Specifically 

- Help volunteer coordinators set up or update events in Hello Club 

- Be on-call when there are issues and assistance is required 

- Be the official CWS contact for Hello Club and stay up-to-date with new releases 

- Assist with logging in, resetting passwords, and updating details 

- Occasionally, facilitate small “how to” sessions for volunteers and interested members 

- Ensure the different events are consistent across the board 

Qualities and skills 

- Experience with IT 

- Willingness to learn and undertake training, as necessary 

- Knowledge of activities undertaken at the Shed and volunteer coordinators leading them 

Communication channel 

Operates on own initiative but supported by and reports to the Management Committee 

Anticipated workload 

Quite heavy, regular weekly or daily, and on-call for emergencies, but usually quick on each occasion. 
Estimate: several hours per week. 

 
Coolum Women’s Shed contact: President, Vice President, Treasurer, Secretary  

Management Committee: coolumwomensshed@gmail.com 
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