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Job Description


Post Title:		Receptionist & Team Administrator

Responsible to:	Operations Manager

Working Hours:	30 hours per week 

Salary: 		£17.32 - £21.03 per hour (£31,530 - £38,279 full time equivalent)

Overview 

Dementia Jersey offers advice, support and education across the island to anybody affected by dementia. We seek to raise awareness and improve understanding of dementia, working to make Jersey a more dementia friendly island where all those affected by dementia are understood, welcomed and supported. 

Purpose of post

· As Receptionist, you’ll be the first point of contact for all callers to the office during opening hours (10:00 – 16:00). Your duties include welcoming guests and greeting people who visit the charity. You will also coordinate front-desk activities, including distributing correspondence and redirecting phone calls

· As Administrator you will be required to conduct a range of tasks to support the delivery of the Charity’s aims including providing confidential HR admin support. 


Main Duties and Responsibilities

Reception duties

· [bookmark: _Hlk58330085]Act as first point of contact to the general public fielding enquiries whether in person, by telephone or email, signposting to other team members or services as required, between the core hours of 10:00 and 16:00

· Make sure visitors attending meetings and appointments at Dementia Jersey’s offices have everything they need including refreshments

· Coordinate front-desk activities, including opening and distributing correspondence

· Ensure the reception area is tidy and presentable, with all necessary stationery and material (e.g. pens, forms and brochures). Monitor and maintain stationery stock levels, ordering replacement supplies as and when needed

· Ensure the meeting rooms are tidied and cleaned after each meeting and that any cups or mugs are put in the dishwasher

· Manage the info@dementia.je mailbox, forwarding and responding to emails as appropriate and ensuring emails are filed.

Administration duties

· Coordinate thank you letters for donations received, prepare banking and make weekly deposits at the bank

· Conduct regular stock takes, ensuring adequate supply of stationary, printing paper, promotional materials such as branded stands and items sold online including t-shirts

· Keep our CRM (database) up to date by adding or amending constituent data, pulling reports as necessary

· Support the Operations Manager/Deputy CEO with administration including all HR processes, including providing accurate and timely support through a range of administrative activities e.g. letters, queries, file set up and management, assisting with new starters and leavers, maintaining training logs, annual leave logs, asset logs etc

· Work with the Operations Manager/Deputy CEO to ensure the working environment meets health and safety requirements, for example ensure first aid kits are up to date, smoke alarms are reviewed regularly, fire extinguishers are serviced and PAT testing is coordinated annually

· Coordinate the distribution of the charity’s quarterly Magazine to a range of health related venues and post Magazines to a list of people not able to receive copies electronically

· Provide ad-hoc administrative support to all other staff members to include bookings for activities (including Carer’s meetings)

· Support the Fundraising and Communications Co-ordinator by arranging the counting of collection buckets and tins, co-ordinating volunteer counters as required. Assist with the administration for events and fundraising i.e. 300 club as well as attending events as required. 



General

· In addition to the duties and responsibilities listed above, from time to time you may be required undertake other tasks, duties or projects which may arise and are commensurate with the general level of this post

· Work within the requirements of the Dementia Jersey Employee Handbook.

[bookmark: _Hlk75094194]
Person specification 

Essential Skills & Experience

· GCSEs in Maths and English grade C and above (or equivalent qualification) 
· Proven work experience as a Receptionist, Front Office Representative or similar role
· An experienced PA/secretary/administrator at a senior level
· Previous experience within a HR Administration role
· Experience of using a CRM (database)
· Excellent communication and listening skills with fluency in English 
· Knowledge of Office 365, particularly Teams and Excel 
· Basic knowledge of data protection & health and safety principals 
· Empathetic and approachable 
· Outstanding organisational and time-management skills
· Ability to work under pressure 
· Able to work flexibly to meet the needs of the charity
· Ability to take responsibility for their own workload and to work on own initiative.

Desirable Skills & Experience

· An understanding of dementia
· An understanding of Race Nation and other ticketing platforms
· An understanding of Donorfy (client CRM) although training will be given
· First Aid trained (or a willingness to attend training)
· Fire Marshall trained (or a willingness to attend training).




Additional Information

Five years residency is required for this role.

The post-holder will have core hours when the office is open to the public (10.00-16.00 each business day).  While the role is predominately office based, there may be times when the post-holder is required to support the team by attending events at another location, which may include evenings and weekend.

A clean driving licence would be an advantage, although not essential.

Due to the nature of this role, there may be times where equipment needs to be transported, lifted and/or carried, therefore a certain level of fitness is needed.

A satisfactory DBS check will be required as part of the recruitment process.
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