JOB DESCRIPTION

JOB TITLE






REPORTS TO

Receptionist/Administrator




Receptionist Team Leader

 
1. JOB PURPOSE
To support David Lewis’ operations to deliver services that are:
· Safe
· Effective
· Caring
· Responsive
· Well led

and fully compliant with all
· Legislative, statutory and regulatory requirements

· Internal policies, procedures, and guidelines

· The highest standards of service delivery, corporate culture and personal values
2.
PRINCIPAL ACCOUNTABILITIES
2.1 
To ensure care provided is SAFE 

· Ensure that the reception area is clean and tidy to appropriate standards.

· Carry out weekly fire alarm tests in the Administration building as per Health and Safety regulations.
· Enter details from Accident Report forms into the database (Select HR).
· In accordance with David Lewis policies, be familiar with and regularly refresh knowledge of the Aspects and Indicators of Abuse in relation to the protection and safeguarding of children/young people and vulnerable adults and to report all concerns, suspicions, allegations and incidents to the Lead Person without delay.

· To ensure that all health and safety responsibilities are discharged to protect the health and safety of self, employees, service users and visitors and comply with best practice and legal requirements.

2.2 
To ensure care provided is EFFECTIVE
· Carry out receptionist telephone duties and message taking; messages to be accurate and passed along in a timely manner.

· Ensure that equipment such as photocopiers, franking machine, fax machine, binder, laminator etc. are maintained in good working order.

· Ensure that the internal and external mailing systems are adequate and all post is sorted in a timely fashion and distributed appropriately.

· Ensure accurate car registration lists are maintained for use by all David Lewis employees.

· Ensure accurate telephone lists are maintained for use by all David Lewis employees.
· Track and co-ordinate the allocation of keys for vehicles and facilities.
2.3 
To ensure care provided is CARING
· Maintain and prepare bed statements on a weekly basis.
· Be familiar with and understand internal services, departments and houses to ensure that requests are responded to accurately and/or by the appropriate person.
· Support vocational training and facilitate work experience for residents/students.
2.4 
To ensure care provided is RESPONSIVE
· Assist visitors and staff with information as and when it is requested.
· Monitor the on-line room booking service for meeting rooms in the Administration building.

· Control issue of keys and fuel cards for transport fleet, and ensure ID is checked, forms are signed and completed. 

2.5
To ensure care provided is WELL LED 

· Welcome visitors to the Centre and ensure that the visitors’ book is completed appropriately.
· To promote and support awareness of equal opportunities and to ensure that bullying, harassment and intimidation are not tolerated.
2.6
General
· To assist with any other Ad Hoc duties required as and when the business may require them. To cover other Reception staff leave and sickness as and when required.
3. PERFORMANCE MEASURES

· Line management satisfaction with quality of service

· Line management satisfaction and feedback from internal and external customers when responding to all telephone calls and queries in a timely, courteous and helpful manner
4. KEY COMPETENCIES

Behavioural

· Effective communication skills at all levels
· Warm and friendly disposition
· Team Working
· Flexible
· Empathetic
· Ability to prioritise
· High level of personal presentation
Job Related

· Receptionist skills to the highest standard
5. KNOWLEDGE, SKILLS AND EXPERIENCE
· IT and keyboard skills including familiarity with Microsoft Office packages
· Previous experience of working in an administrative role
Disclosure and Barring Service (DBS) Checks: This post, due to its nature, duties and responsibilities, will be subject to a check by the DBS.  The level of check which will apply shall be an “Enhanced” level check.  Information about this disclosure can be found at www.gov.uk.   

To prevent abuse and implement good practice David Lewis ensures that recruitment practices are robust and rigorous and that all staff employed have up to date and acceptable references, a full and complete employment history, an Enhanced DBS check and a check of the DBS barred lists.  
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