WAI YIN SOCIETY

STANDARDISED JOB DESCRIPTION
Job Title: Receptionist/Administrator (28 hours per week) 
Pay Rate: (£19,584 p.a.)
Main Duties and Responsibilities

Role Responsibilities
1. To facilitate a smooth running reception area and handling of the entry security system.

2. To compile statistics of Centre users usage from Centre attendance register.
3. To support General Advice Team with recording case notes, booking appointments and data analysis.
4. To keep and arrange Centres’ annual maintenance records 

5. To greet, direct and refer service users to appropriate project(s) and external organisation(s).

6. To answer, transfer and retrieve external calls, taking messages where required.
7. To respond professionally to requests for information and assistance from service users, signposting service users to appropriate projects and staff.
8. To gather information and report on the nature of enquiries received at the front desk.

9. To process membership applications.
10. To participate in organisation of Centre events. 

11. To assist Senior Management Team to organise staff training schedule.

12. To maintain event schedules such as Health & Safety schedules. 
13. To work flexibly to support other projects and activities when needed.
14. To participate fully in Admin Team meetings.

15. To take Centre Meeting minutes.
16. To organise administrative functions, such as stock control, recording and filing minutes.
Centre Responsibilities

1. To participate in the creation of a warm, clean, welcoming, comfortable, safe and accessible environment for service users at Wai Yin.

2. To participate in Centre meetings, where information is shared and exchanged. To ensure that relevant information about your area of work is given to other staff and volunteers at Wai Yin

3. To contribute to the development and implementation of Centre policies and procedures.

4. To adhere to Wai Yin’s policies 
5. To contribute to the provision of a safe and healthy environment, ensuring that the legal requirements of health and safety are complied with.

6. To act as an ambassador for Wai Yin as an agency and the ethically diverse community in general. 

7. To participate in Centre working groups 
8. To participate in Centre activities, such as festivities, conferences, job fairs etc.

9. To promote pride in being from ethnically diverse communities in Britain and to challenge racist or discriminatory ideas and practice within Wai Yin itself and (where possible) outside agencies.

Professional Development and Training

1. To behave in a professional and appropriate manner at all times

2. To attend relevant training as required by Wai Yin’s Business Plan. To take responsibility for own professional development in consultation with the line manager

3. To maintain and develop appropriate Information Technology skills

This job description is a guide to the main duties and responsibilities of this post. It may be subject to amendment as a result of consultation and agreement between the post-holder and their line manager. 

