
[bookmark: _Hlk200013037]Post Title:		Receptionist and Administrative Assistant

Full time post:  	34 ½ hours per week	

Annual Leave:	32 days inclusive of Public Holidays

Responsible to:	Operations Manager 

Salary: 		£22,245.28 per annum
Location:                Based at the Fife Carers Centre, 157 Commercial Street, Kirkcaldy, KY1 2NS. Occasional travel throughout the local authority and beyond may be required.
“A carer is a person who, without payment, helps and supports a relative, child, neighbour or friend who could not manage without their help due to age, frailty, addiction, disability or illness.”

JOB PURPOSE:
To provide a welcoming and efficient reception and administrative service as the first point of contact for Fife Carers Centre.

To support the smooth running of day-to-day office functions by delivering administrative assistance to the wider team, ensuring carers and staff are supported through effective communication and organisation.
CORE TASKS
Reception Duties
[bookmark: _Hlk200006730]The post holder is responsible for:
· Acting as the first point of contact for the Centre, providing a professional and friendly welcome in person and by telephone.
· Managing enquiries promptly, directing carers and visitors to the appropriate staff or service.
· Ensuring carers’ requests and concerns are handled efficiently in collaboration with colleagues.
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Office Administration
The post holder is responsible for:
· Providing clerical support including word-processing, typing, filing and data entry.
· Responding to initial information requests from carers and stakeholders with professionalism.
· Supporting the management of stock and stationery supplies in line with procedures.
· Overseeing general correspondence to and from the Centre, ensuring timely and appropriate responses or follow-up by relevant staff.
· Supporting the organisation of meetings and events, including room set-up and refreshments where required.
· Processing and distributing Carers Emergency Cards, maintaining accurate records to support carers’ safety and peace of mind.
· Supporting the management and distribution of petty cash.
Referral Allocation
· Allocating incoming referrals to the appropriate staff member to ensure a timely and effective response to carers’ needs.
[bookmark: _Hlk200006782]Quality Assurance and Procedures
· Support the implementation of quality assurance standards and contributing to the development and review of quality improvement plans.
OTHER RESPONSIBILITIES
· Supporting the Administrator and wider team with additional tasks as needed.
· Providing cover for reception and other Centre functions as part of a flexible and collaborative team approach.
· Adhering to all Fife Carers Centre policies and procedures.
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