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Job Description & Person Specification
1. Job details  
Job title: Reception and Office Administrator – 17 hours per week


(Community Hub)
Salary: 15,000 (pro rota) 
Location:  1A Darnley Road, London, E9 6QH
Line manager: Office Manager
The Centre for Better Health (CBH) is a charity that promotes well-being and supports people in their personal recovery from mental ill health. Based across three sites, the services include a low cost counselling service and Community Hub offering a range of courses and workshops, both of which people can self-refer to. There is also a social enterprise facility aimed at developing work base and employment skills and a residential project providing 24 hour support.

This role would suit someone looking for a flexible part-time role, who also has capacity to do additional cover on an ad hoc basic.
2. Job purpose 
The purpose of the Reception and Office Administrator is to provide a high quality reception service and administrative support as required in line with CBH policies.
3. Main duties 
To maintain a discreet and confidential reception service 

To answer the telephone, meet service users and staff in a professional manner, screen and direct calls and queries appropriately
To provide an information service and promote services at CBH

To provide general administrative and clerical support 
To maintain management and counsellor appointment diaries as required

To maintain monitoring systems and databases in line with CBH policies
To assist with marketing campaigns

To monitor visitor access and maintain security awareness

To provide additional support to staff members as required
Work cooperatively with other members of the team to deliver agreed objectives

Attend and participate constructively in meetings, including staff meetings as required

Be responsible for personal and professional development activities to enable you to meet the changing requirements of the role

4. Person Specification
Person Specification
	
	Essential (E) and desirable (D) qualities required 

	Education and Training
	Educated to A level or equivalent (E)
ECDL or equivalent (D)

	Experience
	Experience of providing administrative support in a variety of settings (D)

Experience of providing reception services (D)

Experience of providing a high standard of customer care (D)

Experience of taking up and following up bookings as required – Counselling, Courses and Workshops, Gallery, Social Enterprises (D)
Experience of maintaining and developing databases (D)

Experience of maintaining management diaries (D)
Experience of working in the voluntary sector within a disability equality framework (D)

Familiarity with financial record keeping (D)

	Skills, Abilities and Knowledge
	Effective, accurate and concise inter personal, written and verbal communication skills (E)
Excellent customer service skills (E)

Strong administrative skills (E)
Proficiency in the use of MS Office and monitoring software (E)
Proficiency in the use of Adobe packages (D)

Ability to prioritise conflicting work demands (E)

Ability to plan, carry out, complete a variety of tasks within agreed timescales (E)

Knowledge of issues relating to confidentiality, mental ill health, discrimination, equality and diversity (D) 

	Attitude and Approach to work 


	Flexible and motivated team member (E)

Quick and enthusiastic learner (E)

Awareness of diversity issues and works in a positive non-discriminatory way (E)
Discreet, sensitive and able to hold and act appropriately upon confidential information (E)
Natural empathy and sensitivity in dealing with people who are distressed (E)
A willingness to take responsibility for own personal development (E) 

	Other Requirements
	Commitment to upholding the values, policies and procedures of CBH (E)

To be honest, reliable and flexible (E)

Works well with colleagues in a team, being adaptable, recognising the need for change (E)

	Circumstances 


	Able to work 17 hours over 3/4 days per week* including at least one weekly evening shift up to 8pm. (E)
Availability for additional cover dependent on service need (D)

*Office hours are Mon and Friday 9-5, Tuesday, Wednesday, Thursday 9am-8pm


5. Job Context and any other relevant information

The job description is not exhaustive and may change depending on the need and development of the organisation
The job is subject to the policies documented in the current CBH staff handbook.
The post is subject to an enhanced CRB disclosure
We recruit based upon equality of opportunity for all and candidates will be selected for interview based upon their skills qualifications and experience
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