Disability North

Job Description

Job Title:


Part-time Receptionist

Team:


Support Services 

Responsible to:

Finance and Office Manager

Working Hours:

211/4 hours per week

Salary:


£9.02 per hour

Job Summary:

To ensure that people’s first point of contact with Disability North is a welcoming and positive experience.

Main Duties:

· To receive visitors to the centre in a friendly and professional manner and to make sure they are referred to the right service.

· To ensure that the reception area is tidy, hazard free and a welcoming environment.

· To provide signposting information about Disability North services.

· To provide signposting information about other organisations/services based at or using Disability North.

· To provide a reception service which is sensitive to both the needs of clients and staff.

· To be well informed about Disability North services and to keep up to date with all activities that are happening in the Centre.

· To deal with all incoming and outgoing mail for the organisation.

· To order stationery for all departments and keep account of costings.

· Maintain the smooth running of Disability Norths chat box.

Specific Duties:

· To answer all incoming telephone calls from the main switchboard and ensure that the caller is passed to the right service.

· To receive incoming emails and faxes and pass them to the appropriate person.

· To receive visitors to the centre and direct them to training and meeting rooms.

· If members of staff are not available to record messages accurately and ensure that the staff members receive them.

· To keep records of costing for postage.

· To book taxis for staff and visitors and to keep records of taxis booked on the Disability North account.

· To organise and update the displays of information in reception area.

· To take money for small goods being sold in our reception area.
· To attend meetings and training activities which may be deemed relevant to the post holder.

· To be aware of and co-operate with all policies and the working practices operated by Disability North.

· Any other duties that may be required to maximise efficiency of the organisation.

Special requirement

· To provide full time cover during times of annual leave/sickness as part of the job share role.
Hours of Work
Monday to Friday (12:45 – 5pm)
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