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My Choice
Children’s Homes Limited



Job Description

POSITION:			Part Time Receptionist

RESPONSIBLE TO:		Quality Compliance Manager and Directors

LOCATION:			Head Office, Haywards Heath

SALARY:			£12.95 per hour part time (Thursday and Friday ideally)
 


PURPOSE OF THE ROLE
To provide a receptionist role incorporating administration duties to staff at Head Office. 

This role requires the applicant to provide a professional reception and administration service to Head Office, meeting and greeting visitors to the main reception area, answering a busy switchboard and forwarding on calls and emails to relevant departments, including message taking. There will be a requirement to carry out administration duties, such as franking post, ensuring the reception area and surrounding areas are clean and tidy.  

The successful applicant will receive the necessary training to complete the duties listed below. 

DUTIES AND RESPONSIBILITIES
· To answer any enquiries via telephone or email within in a timely manner and refer them, with discretion, as appropriate to the relevant department. 

· To meet and greet visitors to the Head Office and Training Centre, providing refreshments as required.

· Maintain office security by following safety procedures and controlling access via the reception desk (monitor logbook, staff ID badges, car parking permits).

· Managing and preparing meeting and training rooms in accordance with requests via the electronic diary system.

· Setting up refreshments in the meeting or training rooms, clearing away and stacking the dishwasher.

· Maintain the high safety and hygiene standards of the reception and kitchen areas.

· Ordering items needed for the office and training areas.

· Receiving, sorting, distributing and dispatching daily mail to relevant departments.

· Franking post and preparing for collection of post at the end of each day.

· Maintaining the telephone contact list for Head Office, Homes and School.

· Overseeing office services such as cleaners, photocopiers and stationery.

· Assisting the HR and Recruitment teams with recruitment, onboarding and termination processes.

· Staff newsletter.

· To undertake any other duties as required.

· Assist in the coordination and planning of company events and attendance, where possible.






PERSON SPECIFICATION

You must: 
	
	Desirable
	Essential

	· [bookmark: Check1]Educated to GCSE Level or equivalent.
	|_|
	|X|

	
	
	

	· Good working knowledge of MS Office packages (Office 365, and Share Point) 
	|_|
	|X|

	
	
	

	· Good communication skills, verbal and written.
	|_|
	|X|

	
	
	

	· Enthusiastic and self-motivated. 
	|_|
	|_|

	
	
	

	· Have a minimum of 12 months reception or administrative experience.
	|_|
	|_|

	
	
	

	· Professional attitude and helpful manner.
	|_|
	|_|

	
	
	

	· Ability to liaise with all levels of employees, customers and suppliers.
	|_|
	|_|

	
	
	

	· Excellent telephone manner and experience of using a switchboard.
	|_|
	|_|

	
	
	

	· Ability to organise own workload.
	|_|
	|_|

	
	
	

	· Attention to detail and time management skills.
	|_|
	|_|

	
	
	

	· Flexible attitude and enjoy working in a team environment.
	|_|
	|_|

	
	
	

	· Understand the importance of confidentiality and sensitivity.
	|_|
	|_|

	
	
	









CONDITIONS OF SERVICE 

Working Hours:  

14 hours per week, Thursday and Friday from 9.00am to 5.00pm (with one hour unpaid for lunch).

Holiday Entitlement: 12 days including bank/public holidays (eight bank/public holidays recognised by the company are: New Year's Day, Good Friday, Easter Monday, May Day Bank Holiday Monday, Spring Bank Holiday Monday, Late Summer Bank Holiday Monday, Christmas Day, Boxing Day) 



THIS POST IS SUBJECT TO THE FOLLOWING CRITERIA BEING MET

1. Suitably experienced/qualified (evidence of qualifications required)
2. Satisfactory formal interview at Head Office
3. Satisfactory second interview (if necessary)
4. Satisfactory references
5. Satisfactory Enhanced Disclosure & Barring Service (DBS) Disclosure
6. Satisfactory child barring list check
7. Overseas Police check (if needed) 
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