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RECEPTIONIST 
JOB DESCRIPTION

INTRODUCTION 

As a receptionist, you play a vital role in creating the very first impression of our company. You are often the first person visitors, clients, and callers interact with, and the professionalism, warmth, and efficiency you show reflect directly on the entire organization. A welcoming attitude, clear communication help set the standard for the experience people will have with us as well as supporting Care Afloat’s overall strategic aims and objectives.

ALL STAFF ARE EXPECTED TO:
· Work in the context of Care Afloat’s Vision, Mission and Philosophy and to use our outcome monitoring approach in order to support young people in achieving their goals. Having a full understanding and implementing the service’s statement of purpose.
· Recognise the positive abilities of young people and support our shared belief in lifelong learning. 
· Assist in providing the highest possible standards of care guidance and support for the clients and to co-operate fully with other staff in achieving these objectives.
· Adhere to care Afloat’s Policies & Procedures, Quality Outcomes Standards, Children’s Regulations 2015 and all other current legislation, showing a high degree of professionalism, resilience, and a willingness to remain committed during particularly demanding times. 

LOCATION / DEPARTMENT 
The post holder will be based at the Company’s Head Office. 

LINE MANAGER
Office Manager 

MAIN DUTIES AND RESPONSIBILITIES
 
1. Ensure all incoming telephone calls are answered and responded to in a timely and professional manner. 
2. Greet visitors into the office.
3. Deal with a high volume of emails and forward onto the relevant person.
4. Control Stationery levels
5. Log and distribute incoming and outcoming post.
6. Filing and photocopying. 
7. Other general admin duties to be discussed.
8. Contribute to the continuing development of CARE AFLOAT. 







RECEPTIONIST
PERSON SPECIFICATION


	Personal Attributes Required
	Essential (E)/ Desirable (D)
	Measured -Application (A) Interview (I) Evidence (E)
Reference (R)

	Qualification(s)
	

	
· A good standard of education (e.g. GCSE’s or equivalent including Maths and English)
· Level 2 Diploma Office Administration and Reception skills

	

E

D
	

A,E

A,I

	Experience
	

	· Experience of Reception/Admin role
· Experience of producing letters and documentation using information technology
· Experience of maintaining comprehensive records
· Experience of prioritising workload & time management 

	D

D

D

D

	A, I, E, R

A, I, R

A, I, R
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	Knowledge/Skills/Abilities
	

	· Knowledge of general office practices and procedures
· Knowledge of general IT systems and applications including spreadsheets, word processing and databases
· Clerical and administrative skills
· Ability to communicate effectively with internal and external contacts at all levels.
· Ability to work to deadlines and within defined standards.
· Ability to compose and produce standard letters and reports using IT applications (Word, Excel, Outlook, HR System.
· Ability to deal sensitively and appropriately with confidential information.
· Ability to undertake notes/minutes at meetings
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real partnerships, unique solutions, positive outcomes
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