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JOB DESCRIPTION and PERSON SPECIFICATION

POST TITLE: Receptionist
About the role
Role Outline

The Receptionist will work in our office in Maryhill alongside a team of advisers and managers in a busy Glasgow Citizens Advice office.  You will be the first person that visitors are met with, you should be good with people able to deal with people from a variety of backgrounds, able to manage people’s expectations and able to ensure people are welcomed and informed in a timely manner. You will be responsible for asking COVID screening questions, recording their attendance and informing the appropriate person that their visitor has arrived.

You will be able to work on online diary systems and in house database systems.

You will undertake general administration work such as mail, scanning, answering calls, completing spreadsheets and assisting in the running of a busy office as required

You will become part of a dynamic and forward thinking advice service where you will be supported to work towards goals and have personal development within the role.  Training opportunities are plentiful and encouraged.

Reporting to the core service coordinator.

Duties
To meet and greet visitors to the office, informing appropriate waiting adviser or signposting people to other services where appropriate.

Managing the expectations of visitors to the service.
To keep the waiting area stocked with leaflets and information and tidy.
To support the core service with administration tasks
Sort, scan and upload incoming mail

Frank and post outgoing mail

Order stationary and supplies for the office

Update spreadsheets

Create client files on in house database

Call clients to schedule appointments

Other Admin duties as required
Person Specification 
	Admin Assistant

	Competencies

D= desirable E = Essential

	Experience


	Office administration D

Dealing with public on telephone D

Customer facing experience E


	Skills and attributes


	Ability to work in a fast paced environment that will require you to be adaptable E
Team working skills E
Excellent communication skills and an understanding of how and when E


	Values and attitudes


	Be client and customer focused understanding the needs of internal and external customers, clients and other stakeholders E
Able to take personal accountability for work E
Lead change and improve performance – responding quickly and positively to change, seeking continuous improvement and learning from experience D


	Knowledge


	A sound knowledge of Microsoft software E

	Other
	


