[image: BFD_TRIDENT_LOGO]


JOB DESCRIPTION


JOB TITLE:			Receptionist

RESPONSIBLE TO:		Facilities Officer and Facilities Manager

WORK SITES: 	Park Lane Centre, Mayfield Centre, Parkside Centre and our other sites.

HOURS OF WORK:		10.5 hours per week (10.5 hours over 7 days/7am to 11pm, shift patterns in operation and commitment to overtime work when available)
STARTING SALARY:		£13.45 an hour (UK Living Wage) + 6.6% employer matched pension contribution	            

HOLIDAY ENTITLEMENT:	25 days per year plus bank holidays and a floating day at Christmas/New Year (pro rata)



JOB ROLE

To provide a comprehensive front of house Reception and Help Desk service and carry out a range of administrative and financial tasks to support the work of all Bradford Trident community Hubs.

To provide excellent Reception, Help Desk and Customer Service to the public, centre tenants and staff, service users and external organisations and in accordance with our policies and procedures. 
SPECIFIC RESPONSIBILITIES

1. To use effective and efficient communication by both receiving and giving accurate messages/information to all levels of staff, including staff from other agencies, the public and service users.
2. To be well presented, polite, friendly, have good listening/communication skills, confident telephone manner and deliver excellent customer service.
3. To provide range of Help Desk, Administrative and Financial tasks to support the work of all Bradford Trident community Hubs.
4. To distribute mail, produce memos/notices and file, fax and photocopy. 
5. To be proficient in use of Outlook and other Microsoft Office applications.
6. To contribute to the security of the building, grounds, staff and the public and ensure Security and Health & Safety checks are carried out and to maintain a safe environment for all.
7. To contribute to the positive promotion of all community hubs.
8. To be responsible for all bookings following them through from initial enquiry through to collection of all payments and ensuring all recording procedures are adhered to.
9. To record and take receipt of cash & cheque payments from customers for room hire, rent and services etc.
10. Set up Boardroom/Hall for meetings, training, events, functions.
11. To maintain and update notice boards, both internal and external. 
12. To assist with the induction and training of new or temporary members of staff ensuring that the required quality of work is achieved.
13. To attend and contribute to monthly supervision meetings with the Line Manager.
14. To take responsibility for personal, ongoing training and professional development. To develop and maintain skills and knowledge in accordance with the changing requirements of the job.
15. To undertake overtime work when available.
16. To undertake such duties as required by Team Leader and Line Manager.

MANAGERIAL RESPONSIBILITIES
n/a

ORGANISATIONAL RESPONSIBILITIES
Bradford Trident expects all staff to:

1. Demonstrate a commitment to its vision, values, aims and core objectives and contribute positively towards them.
2. Promote and develop the positive profile of Bradford Trident with residents and all other stakeholders.

LEGAL AND STATUTORY RESPONSIBILITITES:
All staff must comply with the Bradford Trident Health and Safety, Safeguarding, Equal Opportunities and Anti Bullying and Harassment policies and attend relevant training as required.

Bradford Trident is committed to ensuring and promoting equality and diversity and developing an organisational culture that values people and the diverse contribution that each individual can make.

All members of staff are bound by the requirements of UK GDPR and any breaches of the act or the confidential nature of the work of this post could lead to dismissal.

Note: This is a job outline only and seeks to set out the principal purpose and functions of the role; as the job continues to develop, it may be subject to change.
August 2021

image1.jpeg
(®, BRADFORDTRIDENT

INVESTING IN OUR COMMUNITY




