
JOB DESCRIPTION

Job Title


:
Receptionist/Administration Assistant

Responsible to

:
Head of Project Development
Salary


:
£6,757 (plus 3% pension)


Hours




14 hours per week ( Thursday and Friday )

:

Job purpose

To provide a comprehensive reception and administrative service to the organisation and take responsibility for the reception area.
Main duties

1. To greet visitors to the building professionally and cheerfully; signing both visitors, volunteers and staff in and out of the building, issuing visitor passes and providing good customer service. 

2. To operate a switchboard and transfer incoming calls to relevant members of staff and other occupants of the building.

3. To deal with basic enquiries in a professional manner and to be aware of where to direct/signpost more complex enquiries.
4. Maintain and operate electronic calendars (Outlook) and be the designated

person for staff reporting in and out as part of the Staff Safety Policy.

5. To be aware of staff movements in and out of the building and their contact details.
6. To be familiar with the Formal Escalation Procedure to identify actions that need to be taken should a Lone Worker not ring in/return to base.  

7. To be responsible for co-ordinating and booking board room/counselling room etc , ensuring the booking schedule is up to date and accurate.
8. To take and distribute messages and post to staff, promptly and accurately.

9. To co-ordinate the reception cover rota during lunch breaks and annual/sickness leave. 

10.
To provide administrative support to the Carers Centre team, developing and maintaining systems to ensure an effective and efficient service is provided.

11.
To keep accurate records, both written and electronic, including statistical information where appropriate including de-registering carers from database.

12.  
Serve as a  Fire Warden, responsible with others  for fire safety, evacuations, fire alarm tests, ensuring training is up to date and in line with current legislation.
13..   
Responsible for distributing incoming mail, franking and recording outgoing mail and delivering same to Post Office. 

14..
To keep the reception area presentable to visitors at all times.

 N.B. All employees of Sefton Carers Centre are required to work in accordance with 

the policies and procedures of the organisation. These include Equal Opportunities 

Policy, Health and Safety at Work, Confidentiality and other policies designed to 

regulate their conduct.

Health and Safety

It is the general duty of every employee to take reasonable care of their own health and safety and that of others, including the use of necessary devices and protective clothing and to co-operate with management in meeting its responsibilities under the Health and Safety at Work Act.  Any failure to take such care, or any contravention of safety policy or managerial instruction, may result in disciplinary action being taken.

Confidentiality

All staff are expected to respect the confidentiality of all matters that they may learn relating to their employment, other members of staff and the general public.

Data Protection

All staff are expected to adhere to the regulations regarding the Data Protection Act, in accordance with the Centre’s policies and procedures.

Variation

The postholder may be required to undertake other duties commensurate with the role.  Some duties may be subject to variation changes and will only be made after consultation with the postholder.

Person Specification

Receptionist/Administrative Assistant

Essential

1.
Experience of working as a receptionist and of running administrative systems.

2.
Ability to communicate effectively with a wide audience of people and to demonstrate good written and verbal communication skills.

3.
Ability to maintain and develop computerised records and administrative systems.

4.
Appropriate experience in using computer applications (Microsoft Office).

5.
Ability to accept and work within agreed policies and procedures.

6.
Knowledge of and commitment to equal opportunities.

7.
Ability to work effectively as part of a team.

Desirable

1.
Relevant administrative qualification.

2.
ECDL qualification.
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