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Administrator / Receptionist
JOB DESCRIPTION

Job Title:

Administrator / Receptionist  
Accountable to:
CEO
Responsible to:
Administration Coordinator 
Main Purpose of Post:
· To provide general administrative and clerical support to Derian House.
· To deliver a friendly, efficient customer service, ensuring we provide a professional and welcoming Reception at all times to children, families and visitors.
Key Accountabilities

· No direct responsibilities for staff or budgets.
· To assist with the daily responsibilities for Reception.

Main Responsibilities

· To comply with branding guidelines and ensure accuracy in the preparation of any documents and letters for Derian House, including the provision of letters to staff, families and healthcare professionals as required.
· Assist the Administration Coordinator in providing efficient administration support to the Senior Management Team as and when required.

· Ensure that the children and young people’s database is maintained and that all data is recorded accurately using the relevant systems.
· To support the process of managing all aspects of archiving across the hospice and all retail units.
· Prepare and analyse children and young people’s data reports using in-house systems within agreed deadlines or as required.
· To share responsibility for taking meeting minutes (including meetings recorded by audio) as required across the hospice and record these in the standard format.
· To undertake general administration duties including filing, photocopying, archiving and audio typing as required and appropriate.
· To share responsibility for stationery supplies ensuring stock levels are monitored, ordered and stored effectively. 
· To support all teams throughout the hospice with any project support or administrative work as deemed suitable.

· To support the procurement process liaising with external suppliers and internal departments.

· To ensure the smooth running of Reception by meeting and greeting all visitors, families and volunteers, ensuring a pleasant, empathetic and courteous manner is adopted at all times.
· To ensure that reception protocols are adhered to with regards to answering and directing incoming calls and ensuring messages are accurately recorded.
· To share responsibility for receiving public donations in Reception in line with Derian procedures. 
· To be responsible whilst on Reception for all aspects of post – incoming and outgoing, ensuring post and parcels are distributed in accordance with procedure. 
· Ensure Reception is presentable at all times and assist with displaying stock and price labelling any new stock lines.

· To be responsible for collecting & securing cash received for Reception purchases.
· To share responsibility for all incoming calls and the overall management of the switchboard, directing calls promptly and appropriately. Ensuring all calls are announced and transferred in a professional & efficient manner at all times.
Quality Assurance  
· To identify ways of continued quality improvement.
· Improve service quality by evaluating systems 
Communication
· Regularly attend team and other meetings as appropriate, contributing positively to discussions and debates and participating in shared decision making.
· Ensure effective communication including the dissemination of information accurately and timely to support effective team working.

· Act at all times as an ambassador for the organisation and maintain positive and effective communication both internally and externally in representing the service offered by the hospice.

· Produce clear, legible and consistent written documentation.
Key Working Relationships

· To adopt a professional approach with all visitors, families and volunteers at all times. 
· To support all staff including the senior management team at Derian House.

· To provide appropriate support to Reception volunteers ensuring they have appropriate support at all times
Professional   
· Ensure that personal actions and conduct apply with hospice policies and procedures.

· Take responsibility for identifying own personal development and education needs ensuring all identified competencies are completed and kept up to date, as appropriate.

· Adopt and present a proactive approach to personal and professional development, participating in annual appraisal and learning opportunities, as appropriate.
· To maintain confidentiality in all aspects of the role, as appropriate.  Disclosure to any unauthorised person is considered a disciplinary offence. 
· All information received concerning the hospice, patients, relatives, volunteers or members of staff must be treated with the utmost confidentiality.

· To adopt a sensitive approach to all information received as part of the reception responsibilities. 

Health and Safety
· To report and record all accidents and incidents in line with hospice procedure safeguarding the welfare and safety of all staff during working hours with regard to the Health and Safety at Work Act.

· Take reasonable care to avoid injury to yourself or to others and to co-operate with Derian House in meeting its statutory requirements.

This job description does not attempt to describe all aspects of the role to be performed, but indicates the general role required of the post holder.  It is open to review and as a result alterations and additions may be made.
Person Specification

Job Title:  Administrator
	Criteria

	Essential
	Desirable



	Professional/ Qualifications & 

Special Training & Education

	GCSE’s or equivalent in English and Maths.

	EDCL

	Knowledge/Proven Ability
	Demonstrable knowledge of Microsoft Office.
Evidence of a well-developed capability to provide administrative support, as per the requirements of the role. 

	

	Skills & Abilities
	Evidence of a well-practised communication skills; both verbal, non-verbal and written, as per the requirements of the role.
Ability to record information in a concise, accurate and legible manner.
Ability to work on own initiative, as required.
Proven ability to operate as a team player.

Proven ability of administering information databases.
Proven ability of organisational

 skills.

ing with a young
	

	Personal Qualities
	Accountable for self and actions.
A positive can do attitude.
Calm and objective.
Assertive, confident and approachable.
Recognition of own limitations
A commitment to working with and supporting volunteers.

	

	Special Circumstances / Additional Requirements


	
	Car Driver
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