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	JOB DESCRIPTION


	JOB TITLE
	Receptionist & Administrator - 26hrs per week

	SALARY
	£15,373 per annum (pro-rata) 

	REPORTS TO
	Education Programme Lead

	LOCATION
	West Boldon Lodge

	TERMS & CONDITIONS
	Standard Terms and Conditions


	JOB SUMMARY

	Background Information: Groundwork South Tyneside and Newcastle has been Changing Places and Changing Lives for 25 years through a variety of environmental, learning, health and skills programmes: https://www.groundwork.org.uk/sites/stan . We are a fast paced and diverse charity with an excellent track record in partnership working and high quality delivery.
West Boldon Lodge is an Environmental Education Centre which welcomes 13,000 visitors annually. The centre connects people with nature through school visits, family events, workshops, volunteering and more.

The post holder will support the day to day running of West Boldon Lodge, and will be the first point of contact for visitors as receptionist. As such a positive, customer focused attitude is essential. Duties will include taking school and family bookings over the phone, monitoring the centre’s email and social media accounts, taking cash and electronic payments, maintaining stock of resources, setting up for room hire, meeting and greeting visitors, and other administrative and general housekeeping duties. 
The hours for this post are Tuesday, Thursday, Friday 8:30 - 3:00 and Wednesday 8:30 - 5:00 (30 minutes lunch break daily).

	KEY TASKS

	1. Reception 

· To be the first point of contact for all centre visitors - schools, families, volunteers, room hirers and more.
· Check in visiting families at community events.

· To be responsible for answering telephones and monitoring voicemail.
· To ensure good housekeeping of the reception area and shop at all times.
· Receive payment for shop items, refreshments, birthday parties, etc. and record appropriately.
· Receive deliveries and complete necessary paperwork.
· Manage contractor maintenance visits.
2. Administration
· To manage Education bookings across various sites

· Updating social media sites as required

· Typing up minutes and various data entry

· Issuing of invoices and PayPal requests
· Maintaining events booking website

· Filing and retrieving information
· Monitoring and recording visitor numbers, visitor satisfaction and other key performance indicators
· Collecting feedback from customers
· Manage and maintain stocks of resources and shop items
· To prepare financial request forms such as purchase orders
· To be responsible for regular inspections of all rooms, ensuring they are presentable, clean and tidy
· Recording all use of petty cash

· Liaising with Finance Officers to retrieve money from PayPal payments

· To be responsible for First aid stock
· Reporting maintenance issues to Programme Lead or Property and Asset Manager and recording details in the relevant file

3. Customer Service

· To deal with all enquiries including; face to face, email, telephone, social media and web site

· To set up rooms for hire or educational use

· To assist with providing a positive volunteering experience

· To maintain a professional and friendly service to all customers and users of the Centre

· To assist with the smooth running of the Centre
· To assist with maintaining a welcoming and professional Centre

4. Other Responsibilities and Job Requirements

· To take a fire warden role and assist with fire drills and emergency evacuations as required

· Assist with building checks and reporting

· Assist with planning and development of the centre’s activities

· Promotion of the Centre, its aims and Groundwork.

· To participate in the organisations appraisal process and undertake appropriate training and development activities

· There will be a requirement to assist with setting up rooms and resources, therefore the post holder must be reasonably fit and able to do this. Manual handling training will be provided. 
· There will be a requirement to assist with housekeeping including tidying and cleaning as necessary between visits by professional cleaners.
· Actively participate as a member of the Education team

· Undertake other duties commensurate with the level of post

· It may be necessary to undertake work at other Groundwork sites or other venues from time to time.
· Occasional evening and weekend work may be necessary.

	HEALTH & SAFETY

	· Work in conjunction with the team to help ensure that the welfare of staff and public is fully considered in the design and implementation of any activity.

· Ensure that health and safety is observed in the course of employment.


	ADDITIONAL RESPONSIBILITIES

	· The duties and responsibilities in this job description are not exhaustive. The post holder may be required to undertake other duties that may be required from time to time within the general scope of the post.

· Duties and responsibilities outside of the general scope of this grade of post will be with the consent of the post holder.  

· The post holder is required to carry out the duties in accordance with the company’s Equal Opportunities Policies

· A commitment to safeguarding and promoting the welfare of children, young people and vulnerable adults, and reporting any concerns.

· To be aware of, and comply with, all measures to support our environmental standard ISO14001

· All employees have a responsibility of care for their own and others’ health and safety.


	PREPARED BY:
	Tom Mower, Education Programme Lead

	DATE:
	9th August 2018


PERSON SPECIFICATION
	Receptionist & Administrator


	
	ESSENTIAL
	DESIRABLE

	Education/ Training/Qualifications
	· GCSE or equivalent Maths and English (A)
	· GCSE or equivalent ICT, or ECDL or similar (A)
· Customer Service or similar qualification (A)
· Typing qualification (A)
· Health and Safety qualification (A)
· First Aid qualification (A)

	Experience
	· Customer service role (A)
	· Receptionist (A)
· Administrator (A)
· Work with children or families (A)
· Marketing and promotion (A)

	Competencies
	· Excellent organisational skills (A & I)
· Ability to prioritise (I)
· Excellent verbal and written communication skills to a variety of audiences including children (A & I)
· Competent with use of Microsoft Word, Excel and Outlook (A)
· Good time management skills and punctuality (A & I)
· Able to take initiative (I)
· Able to work well as part of a team at times and individually at times (A & I)
· Consistently accurate with good attention to detail (A)
	· Awareness of family and community engagement sector (A)
· Awareness of Education sector (A)

	Values and Attitudes
	· Welcoming, friendly and polite (I)
· Flexible (A)
· Committed to providing excellent customer service (A)
· Committed to equality of opportunities (A & I)
· Committed to health and safety best practices (I)
	· Committed to helping people connect with nature (A & I)


(A) = Assessed at application stage. (I) = Assessed at interview stage
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