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	Job Description:
Reception Worker

	

	Salary
	£16,440 (+6% contributory pension)

	Hours
	35 hours per week

	Location
	Macc office

	Contract
	Initially to 31st March 2014

	Responsible to
	Finance and Facilities Manager

	Number of Job Holders
	1

	

	Purpose of the Role

	To provide a welcoming and efficient reception service for telephone users, visitors and staff, in which all enquiries are dealt with efficiently.  Work with the Finance and Facilities Manager to maintain Macc’s resources. Work as a member of the Macc Core Team to provide general administration support to the organisation.


	Key Objectives
	Task

	To ensure that Macc’s premises and core team provide a range of facilities which are valued and used by Macc’s members and partners.
	· Deal with initial enquiries from the public, voluntary and statutory groups and officers of partner organisations
· Answer telephone, screen and direct calls, taking and relaying messages as required
· Greet visitors on arrival at Macc and direct them to the correct destination

· Maintain a tidy reception area, with up to date display information
· Ensure records of staff, partners and visitors in and out of the Macc office are kept.

· Produce quarterly summary showing usage of Macc facilities.

	To ensure that Macc’s premises provide a suitable and supportive workspace for staff, volunteers and partners.
	· Maintain electronic appointment diaries.

· Schedule appointments and meetings.

· Receive and sort mail and deliveries.

· Provide general administrative, typing and clerical support tasks as required from time to time.
· Order photocopier consumables/monitoring use.

· Change photocopier cartridges.

· Ensure recycling of consumables and completion of paperwork.

· Act as main contact with photocopier maintenance supplier.

· Maintain stocks of stationery and supplies.

· Maintain supplies of stamps, checking upon receipt, monitoring levels.

· Maintain supplies of tea, coffee, sugar and bottled water.

· Meet with suppliers’ reps – checking prices between a range of suppliers.

· Act as first contact for room bookings, hot-desking and equipment loan.

· Make travel arrangements for colleagues and visitors including booking rail tickets.

· Maintain office petty cash, receive float and record transactions.
· Contribute to collaborative working as a member of the Macc team including participating in team meetings, working groups and away days.

· Contribute to maintaining a friendly working environment for all staff and visitors.

· Contribute to the monitoring and evaluation of Macc’s work.

· Work flexibly as a member of the team taking on new responsibilities and changing priorities as appropriate.

	To ensure that Macc operates full legal compliance & best practice in all aspects of the organisation.
	· Ensure that any necessary safety and security measures are adhered to.

	

	Equipment & Systems

	· Equipment: general office equipment including personal computer, telephone & photocopier. 
· Systems: Outlook email, Internet (IE / Firefox), Word, Excel. 

	

	General

	· To uphold & promote the values of Macc as expressed in the Macc Statement of Mission, Vision & Values. 

· To work as a member of Macc team, participate constructively in meetings & other shared working as requested & contribute to the development of policy & good practice within Macc.

· To share responsibility for responding to general enquires & administration.

· To work in accordance with the policies of Macc as set out in the the Macc Staff Handbook which sets out policies & procedures set out in respect of all aspects of the organisation including Health & Safety, Confidentiality & Data Protection, Sustainability & Equal Opportunities Statement & other areas.

· To undertake training as required.

· To work flexibly to carry out the above duties & any other duties commensurate with the responsibilities of the post which may reasonably be required.


