GRANTON INFORMATION CENTRE

Job Description

Post:


    Receptionist/ Clerical 
Hours


    26.5 hours per week - Funded until Sept 2020.
Salary


    £12,608
Responsible to:
    The Manager – Reports to the Administrator


Holiday entitlement:     28 days annual leave - 10 days public holiday (Pro Rata)
Purpose of the job –

· To be responsible for and undertake reception and clerical duties arising out of the operation of Granton Information Centre and the work of the centre staff. 
Main Tasks –

· To work with the administrator in dealing with all aspects of the centres administration, including maintenance, room hire administration, health and safety and environmental issues.  In line with relevant legislation and GIC’s policies
· Telephone and reception work, including booking appointments, dealing with straightforward enquiries from members of the public and relaying messages to – from staff
· To provide support to the centre administrator

· To deal with incoming and outgoing mail
· To respond to telephone enquiries
· To undertake filing and photocopying
· To liaise with staff, volunteers and Management Committee as required

· To liaise with other agencies and organisations as required

· To undertake any other clerical duties as required
Undertake the following duties as agreed with the administrator

· To ensure that the information displays are kept up to date 
· Ordering, updating and maintaining adequate stocks of forms, leaflets and general information
· To type minutes, and correspondence and distribute as required
· To organise meetings and events
· To order necessary supplies and equipment

· Where necessary demonstrate current clerical procedures to volunteers
Reporting –

The post holder reports to the Granton Information Administrator, Advice Service Manager and Centre Manager.  

Support and Supervision –
You will attend regular support and supervision sessions with the Manager / or the Advice Service Manager or office Administrator.

Health and Safety –
You will be aware of current Health and Safety policies and take responsibility for your own safety, and that of others who may be affected by any act or omission on your part.

Qualifications –

A good general education up to standard Grade, together with appropriate word processing, database and spreadsheet skills. 

Experience Required –

A background in office work is desirable. An understanding of confidentiality is essential. The post holder’s duties largely involve working with minimum supervision. More difficult tasks should be referred to the Administrator or Manager; who will deal with difficulties as they arise. 

The post holder must be sympathetic to the needs of people using the service of Granton Information Centre. 

Complexity – 
The nature of the information centre entails a close working relationship between the post holder and the professional team. It is necessary for the post holder to understand and adhere to the aims of the centre, to support the professional team by taking initiative in their absence when necessary; and to be sensitive and approachable in dealing with the centre users and other agencies. 
(1) Proven ability to communicate effectively by telephone and in writing with the general public, statutory agencies, local authorities, other agencies, health workers’ etc.

(2) The ability to work on your own initiative within a team environment.

(3) Effective time management and prioritisation of own and shared tasks in a project with limited resources.

(4) The post holder must also respect the confidential nature of the information shared or heard at the centre and adhere to the centre’s confidentiality policy. 

