NORTH BRISTOL ADVICE CENTRE

Receptionist - Job Description

Name & Address

North Bristol Advice Centre

of Project:


2 Gainsborough Square, Lockleaze, Bristol, BS7 9XA

Responsible to:

Admin Team Leader
Pay Rate:


 £10.90 per hour
Working Hours:

18 hours (Mon-Thurs 9.30am-2.15pm) with15 mins break
Holiday Entitlement:            25 days a year plus Bank Holidays (pro rata). 

JOB SUMMARY:

To be the first point of contact at the advice centre, to manage the reception function and provide clerical support.

Reception Duties:

· Receive and welcome clients and visitors to the centre.

· Manage the appointment sessions.

· Manage the telephone, answer phone systems, and deal with messages accordingly.

· Prepare reception area and interview rooms daily.

Administrative Duties:
· Receive incoming post and faxes and distribute as appropriate.

· Dispatch outgoing post.

· To ensure legal text-books, held at the main office are accurately updated
Office Duties:
· Photocopying/faxing/emailing/scanning 
· Maintain  stationery supplies and appropriate leaflets in reception area/interview rooms
· Word-processing

· Ensuring office equipment is in good working order

· Arranging recycling of office waste paper goods
General Duties:
· Work as an effective and co-operative member of NBAC’s team

· Attend Team Meetings and Admin Meetings when required
· Adhere to the policies and procedures as set out in the NBAC staff Handbook and Office Manual. 
· To attend supervision sessions.

· Assist with AGM preparations
· Assist staff members as required. 
Priorities may vary from time to time as the project’s service delivery changes.

NORTH BRISTOL ADVICE CENTRE

Receptionist/Clerical Worker - Person Specification

	Essential Criteria
	Desirable Criteria

	Reception Duties

· At least one year’s experience (paid or unpaid) of working in a reception function, dealing with members of the public
· Experience of working in an office environment.
· Ability to communicate clearly and sensitively, by phone and in person, with people from different backgrounds
Administrative Duties

· Experience of inputting data on computer system 

· Experience of MS Word, and good keyboard skills

· Ability to work accurately and methodically within defined systems

· Ability to use own initiative

· Ability to manage time effectively, to prioritise tasks and work to deadlines

General

· The ability to work effectively as part of a team

· The ability and commitment to work within NBAC’s Equality and Diversity Policy. 

	· Experience of working in a community-based or client-centred organisation.
· Experience or training in dealing with difficult situations.
· Knowledge of Advice Pro or Microsoft Excel
· Relevant knowledge and commitment to Equal Opportunities issues.
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