Receptionist and Administrator - Job Description 
Bromley & Lewisham Mind
Job Title:
      
Receptionist and Administrator
Location:
Beckenham
Hours:
         
37.5 per week

Responsible to:
HR & Facilities Manager
Purpose

Ensure all visitors receive professional customer service and a positive impression of Bromley & Lewisham Mind; deal with enquiries on the telephone, face-to-face and by email; provide administrative and operational support for the HR, Admin & Facilities (HAF) department. 

Reception & Administration
· Welcome all visitors to reception and assist with their enquiries. Act as first point of contact for the HAF department and deal with suppliers, facilities and maintenance issues in the absence of Facilities staff.
· Answer the telephone and respond to voicemails and emails, forward and direct queries with professionalism across the organisation, signpost to relevant external organisations as appropriate.

· Complete paper and electronic systems to log service and centre attendance and information regarding the nature and type of enquiries by telephone and in person.
· Ensure the reception area is welcoming, attended and kept tidy throughout the day, providing a professional and confidential service for all parts of the organisation 
· Promote Bromley & Lewisham Mind services, ensuring printed and digital materials are on display in the reception area. Work with the HR & Facilities Manager and Communications & Marketing Coordinator to upload jobs to the Bromley & Lewisham Mind website.

· Monitor internal and external room bookings systems and carry out associated administration.

· Update and develop the Reception Handbook on an ongoing basis.
Facilities

· Take responsibility for opening and closing the premises as required.
· Monitor car parking in the Beckenham car park and act on any unauthorised use.

· Order stationery, minor equipment and household items and code invoices and credit card statements for authorisation.
· Maintain spreadsheets and inventories of equipment and services, eg mobile phones.

· Receive, open and sign for post and deliveries, ensuring relevant staff are notified and items are collected from reception. Go to the Post Office when required.
· Oversee the coordination of services at the Beckenham (and occasionally other sites), such as: security; cleaning; access; external room bookings; photocopiers; waste disposal and recycling.
· Maintain environmental requirements by controlling heating, lighting and equipment use.

· Provide basic IT and facilities troubleshooting including compiling basic guidance documents.
· Provide support for meetings taking place in meeting rooms at the Beckenham Centre.
Health and Safety

· Undertake Health and Safety responsibilities, including being a Fire Warden and First Aider, carry out basic inductions for new staff at Beckenham Centre; regular fire and panic alarm tests and ensure visitors sign in and out of the premises.
· Ensure that agreed Health and Safety policies and safe working procedures in reception and communal areas are adhered to and monitored, and that incidents are reported in accordance with requirements.
HR
· Assist with administration tasks for staff recruitment and HR, including posting jobs to website, printing job application forms, preparing papers for shortlisting and interviews, data entry and filing.

· Assist with DBS application process, including checking DBS forms, photocopying documents and requesting certificates once issued.
· Maintain training records and provide support for arranging training sessions.
General Responsibilities

· Work in accordance with Bromley & Lewisham Mind’s Values, Aims and Objectives. 

· Provide a positive representation for the organisation both internally and externally, including promoting our work.
· Comply with all organisational and departmental policies and procedures and ‘Mind Quality Mark’ quality assurance process.
· Promote positive understanding, awareness and attitudes towards mental health and dementia as part of day-to-day duties.
· Work at all times to promote equality, diversity and individual rights.
· Be efficient, responsible and maintain a high level of personal organisation; keeping accurate and appropriate records and providing information for monitoring and evaluation as required.
· Participate in and actively contribute to individual supervision, training and team meetings; attend all staff meetings and organisational events as required.
· Work flexibly, being prepared to perform other duties commensurate with the role which may include new areas of operation following consultation.
· Work alongside and ensure active service user and carer participation in all aspects of work including design, implementation and monitoring of activities. 
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