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JOB DESCRIPTION
	Job Title:
	Receptionist 

	Salary:
	London Living Wage, plus holiday pay 

	Reporting to:
	Operations Director

	Based at:
	Hackney CVS, 24-30 Dalston Lane, London E8 3AZ

	Employment Terms:
	Sessional contract paid according to actual hours worked


Key Areas of Work:
To provide comprehensive reception services for the organisation.
Reception Duties

1. To be present to service conference room facilities ready for a 9.30 start and to lock up at the end of the day. To ensure that the fire doors and shutters are unlocked at the beginning of the day, and locked at the end if there are no evening booking staking place.
2. To take messages and pass them on as appropriate. 

3. To receive and welcome visitors to the organisation and assist with their enquiries as required, and to direct visitors to the appropriate room for their booking.
4. To make bookings for rooms, training and events on the Civi CRM database.
5. To ensure visitors sign in at Reception.
6. To co-ordinate access to the building including Car Park, conference rooms and front office, WCs.

Other Duties

General

7. To be aware that office practices conform to Health & Safety Regulations and to deliver services within the context of Hackney CVS’s Equal Opportunities Policy.

8. The post holder is expected to work within all of Hackney CVS systems, policies and procedures.

9. The post holder will carry out any other such duties as may be required in line with the post and at the direction of the Operations Director and Chief Executive Officer of Hackney CVS 
10. The post holder will be required to contribute to team working, and meet with the operations Director or operation coordinator during the post holders work hours as necessary 

Person Specification 
Desirable (D); Essential (E)

Experience

1. Experience of working front-of-house, or in a customer-facing environment. (E)
Knowledge and Experience 

1. Knowledge of computer programmes and their applications in particular to carry out word processing, send emails and work with databases. (E)
2. Experience of working within the voluntary and community sector (D)
Skills and Abilities

1. Ability to communicate sensitively with a wide range of people in a variety of circumstances. (E)
2. Strong oral and communication skills and the ability to communicate clearly (E)
3. Ability to work under pressure and manage competing priorities, and carry out demanding work covering a range of diverse functions and services using own initiative (E)
4. Creative problem solving skills and a flexible approach to team and project work. (D)
5. Ability to provide punctual and consistently reliable reception cover. (E)
Commitment 

1. Commitment to Hackney CVS aims and objectives (E)
