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	Job Title:
Casual Receptionist  

                                           
	Post No  
: 



	Department:
Central Services
                                         
	Post Holder
: 



	Location:
Paragon House



Old Trafford



Gtr Manchester M16 0LN 

                                    
	Hourly rate      
: 
£7.81 


	Special conditions of service: 
N/A

	Post hours  
:
08:30 – 17:30 

  


(Various as required)
                        

	Main Purpose: 
Provide an excellent first impression of the Association to all visitors through a professional reception and administrative service ensuring delivery of a “second to none” customer service standard.  Be of a smart appearance and hold a positive customer focused attitude. Maintaining this persona under stressful circumstances with excellent interpersonal and communication skills.



	Accountable to
:
MD – Corporate Services
Reports to

:
PA to Directors 

Directly supervises
:
n/a 

Indirectly supervises
:
n/a 


	Control of Resources: 
Responsible for reception and stationary office, ensuring that the office areas are kept at a professional standard. 

All colleagues are responsible for their work areas which should be kept at a professional standard. 


	Relationships

Internal:
All departments
External:
Residents, callers, Local Authority departments, Voluntary Agencies, Police, 



Housing Benefit, Elected members, community leaders, 



Other RSL’s,  Developers and Contractors
Committees: 
Estate Committees, TARA’s, Board Members, Resident Committee 



	Health and Safety

All managers and colleagues have a responsibility to ensure that colleagues are aware of, and put into practice the current health and safety procedures and policy. This includes risk analysis and management, and includes ensuring that risk management is considered when performing tasks, and that any movement in risk is communicated to colleagues and fed into the Associations Risk Plan.  Responsibility for health and safety issues surrounding lone working; 



	Organisational Culture

All colleagues have a responsibility for:
· treating everyone with dignity and respect;
· coaching, motivating and inspiring creativity in colleagues;
· building excellent interdepartmental working relationships and create an action oriented and stimulating environment;
•
complying with current company policy and procedures.

	Performance: 

All colleagues have a responsibility to (where applicable):

· actively participate in the appraisal procedure to set and meet targets that will secure a measurable improvement which will contribute to the overall success of IVHA; 
· actively participate and contribute to the delivery of Efficiency and Value for money through working practices and use of company resources; 
· be adaptable to the changing needs of the organisation which may require developmental changes in skills in order to accomplish new activities; 
· fully participate in any training and development activities as required by the appropriate line manager in order to perform job related tasks to the standards required; 



	Key Tasks: 
1. Open and lock up the Reception area; 

2. Set and check the voicemail; 

3. Take responsibility for ensuring that reception is adequately manned at all times; 

4. Take responsibility for ensuring that reception is maintained to a high standard; receiving and checking packages as they arrive; 
5. Take ownership and deal with all face to face and telephone enquiries:

6. Deal with external calls in an efficient and helpful manner; taking and passing on messages where necessary; 

7. Greet personal callers in a professional  and helpful manner and direct them to the correct personnel; 

8. When required, assist with incoming and outgoing post; 

9. Completing time sheets in preparation for authorisation by the PA to Directors; 

10. Responsible for tidiness, cleanliness, reporting health and safety issues in relation to reception and post room areas; 

11. Order and maintain stock levels of leaflets, forms and corporate stationery, checking orders as they arrive for accuracy

12. Comply with Irwell Valley policies and follow procedures; 

13. Completion of administration tasks of colleagues including typing, photocopying and faxing; 
14. Responsible for maintaining the DVD library, ensuring that DVD’s are logged out accurately and returned within the appropriate timescale; 
15. Liaise with the building concierge for post delivery times, fire drills etc; 

16. Responsible for ordering taxis for colleagues and visitors as requested; 

17. Running and maintaining the Corporate Cupboard and informing the Chief Executives PA of stock levels.

18. Undertake other such work of an equal nature and duties related to the objectives of the post as directed form time to time by the appropriate line manager 
 

	The tasks listed in job descriptions are descriptive of present practices but must be seen in terms of a constantly evolving and changing organisation in which the emphasis is on achievement of the company’s overall success



	Agreed by: Jobholder 

Date
	Agreed by: Manager 

Date:
	Prepared by: 

Date: 
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