Job Description
Job Title: 

 Receptionist / Admin Assistant
Hours:

     
15 hrs pw 
 
Salary Scale: 
 
£4758 per annum (£6.10 pr hr)
Holidays:               
21 days pro-rata

Responsible to:       
Programme Director
This position is based at the Firvale Centre
The opportunity is for an admin./Receptionist who is experienced in Adobe Acrobat, MS Word, MS Office and Excel. In this position your responsibilities will include, but are not limited to: 
Main responsibilities
1. Reception duties: greet clients and visitors, answer inbound calls, fax or email.
2. To organise meetings on behalf of the Team, booking rooms/venues, arranging Hospitality (refreshments) and be responsible for taking minutes, the distribution of agenda and supporting papers.

3. Respond to customer enquiries. 
4. Timetabling, booking, preparing classrooms.
5. Managing booking systems for IT room, meeting room and general equipment.
6. Logging of & reporting problems in the building, to maintenance staff and manager.
7. Inducting staff to working procedures.
8. Managing fire procedures. 
9. Managing staff entry and exit to building.
10. Checking and organizing staff timesheets. Monitoring holidays and sickness.
11. Assisting managers in advertising of job openings, dealing with applicants and setting up interviews. Conduct applicant background checks via phone and complete background check report forms. 
12. Update and maintain reports. 
13. Support staff as needed. 
14. Order supplies. 
15. Set up employee evaluation programs.
16. Carry out admin duties for a variety of managers
17. Support Programme Director in preparation of trustee meetings.
18. Upkeep notice boards and leaflets and develop project display boards

19. To take on other duties within the general scope of the post and appropriate to the post that may be required from time to time. The line manager will discuss any changes of duties with the post holder.


You will qualify for this position if you are a self-starter, take ownership in your work. You must also be able to manage multiple priorities, have good follow through and be a team player. 


Person Specification

Essential 

1. Excellent communication skills.

2. Skills in IT especially EXCEL and WORD,  EMAIL

3. Excellent writing, grammar and keyboard skills 

4. Accuracy

5. Ability to learn new systems quickly.

6. Dealings with purchasing

7. Ability to work in a busy team

8. Ability to cope with a fast working environment

9. Ability to work flexible hours if required

10. Ability to prioritise work from a variety of managers

11. An understanding and acceptance of the ethos of working in a community.  

Desirable

12. Arabic language

13. Experience in managing staff

14. Recruitment experience

15. Following and implementing Staff employment procedures.

