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JOB DESCRIPTION

JOB TITLE:    

Administrator/Receptionist

RESPONSIBLE TO:  

Service Manager

LOCATION:    

ARC – Ladbroke Grove
HOURS:


20 hours per week (5days)
SALARY:
NJC Scale Point 10 – 13 ( £17,181 to £18,732 including LW)
MAIN PURPOSE OF THE JOB
· To provide some administrative support to the service.
· To provide reception duties - meet and welcome clients and visitors.

· To provide advice and information to clients and their families in the walk in service as required by the manager.

· To provide a range of practical hands on service to the project. 

· To implement the projects policies and procedures and carry out duties required by the Service Manager in the day-to-day running of the service.

· To manage and maintain the database

MAIN TASKS AND RESPONSIBILITIES:

1. Clinical support administration

a. To receive and welcome all clients and visitors in a warm, welcoming and respectful manner.

      b.
To provide back up support for staff and manage the walk in aspect of the service, offering support, advice and information to clients as appropriate.

c. To co-ordinate and administrate telephone referral system. 

d. To liaise with referrers/funders and supply information, publicity materials as and when required.

e. To take telephone referrals from service users and other professionals, following project policy in the recording and processing of information.


f. To support the team with recording and collating important client data for reports.
g. To produce, in conjunction with project staff, regular reports for funding bodies. 

h. To maintain the stock of publicity materials, stationary and office supplies.

i. To ensure a stock of clinical recording materials is available for staff at all times.

j. To provide telephone/ administrative support to staff working away from Foundation66 ARC
2. Office Co-ordination

a. To assist in the co-ordination of meetings with external agencies, funders and partnership workers.

b. To provide telephone cover, including the sensitive handling of clients of the service.

c. To co-ordinate the office diary and maintain efficient communication/ message systems.

d. To take minutes of meetings and prepare agenda for Staff meetings.

e. To co-ordinate petty cash, ordering systems and information resources for the staff team.

f. To establish and maintain filing systems.

3. Policy Implementation

a. In conjunction with the team, to implement the Organisations policies in the day-to-day running of the service.

b. In conjunction with the team, to ensure that Foundation66 Project’s Equal Opportunities and other policies are incorporated into the daily work practice at all times and that the project is accessible to a wide range of prospective clients.

c. In conjunction with the team, to maintain effective records and statistical information, in accordance with project policy, and ensure that the project’s confidentiality policy is maintained at all times.

d. In conjunction with the team, to ensure that Foundation66 Project’s Health, Hygiene and Safety Policies are incorporated into daily work practice and are adhered to.

4. General

a. In conjunction with the other Project Workers to ensure that the Project is a safe and supportive, alcohol and drug free environment.

b. To work to flexible hours, as directed by the Manager, to ensure that the Project services are appropriately staffed and responding flexibly to client needs.

c. To attend staff meetings, training days and supervision sessions as required.

d. To undertake any other duties commensurate with the grade and in line with the requirements of this post, as may be requested by the Manager. 

See below for Person Specification

PERSON SPECIFICATION - Administrator/Receptionist

Education and Experience

1. Experience of dealing with the general public, and communicating with a variety of professionals.

2. Knowledge of drug and alcohol misuse.
3. Experience of giving advice and information to drug and alcohol clients.

4. Experience of minute taking and report writing.

5. Experience of working within an office environment.

6. Qualification to ‘A’ level standard (or equivalent) is strongly desirable, though strong relevant experience will be considered. Secretarial or IT qualifications would also be desirable. English skills to ‘O’ level standard are essential.

Knowledge, Abilities and Skills

1. Excellent computer literacy and experience of database.

2. Word Processing at 45wpm, to produce accurate, legible, well-presented and grammatically correct documents.

3. Good oral and written communication skills and the ability to write clear concise reports.


4. Ability to identify and implement effective office systems.

5. Proven ability to work on ones own initiatives, as well as within a team.

6. Ability to handle stressful situations.

7. Ability to communicate with a range of people including GP’s, nurses, funders and other professionals.

8. An excellent telephone manner.

9. To demonstrate an understanding of Equal Opportunities.

10. To have excellent time keeping skills, and be flexible to a rapidly changing environment.

	 PLEASE NOTE:

Applicants for the above post must state clearly the ways in which they meet the person specification.  Shortlisting is based on the information detailed on your application form. If you do not adequately address each and every person specification in your application we will not be able to shortlist you. 
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