
 

 Job Description: 
 

Post Title:  Administrator/Reception 
Salary:  £17,000  
Hours of work: 37.5 per week 

Responsible to:  Charity Manager 
 

Job Context 
 

1. Provide an effective and high quality administrative support service. To assist and support 
staff and the Charity manager in providing a high quality, effective and efficient administrative 
and reception service. 
 

2. Provide an efficient and friendly reception service and first point of contact for clients and 
other visitors to Helen Webb House. 
 

3.  Be an effective point of contact for members of the public, volunteers and clients. 
 
4. Actively promote the positive and consistent message of the Charity and to represent the 

Charity as required. 
 
Main Duties and Responsibilities: 
 

1. Assist in the review and introduction of administrative systems including filing systems, 
mailing lists, information gathering and collation. 

2. Compile correspondence; for example acknowledgement letters and process incoming and 
outgoing mail 

3. Manage room bookings for Helen Webb House, using an electronic diary to ensure that 
bookings are up to date and rooms are available when needed. 

4. Deal with telephone enquiries regarding the Charity. 
5. Undertake general clerical duties, for example photocopying, filing and faxing 
6. Work with volunteer receptionists to provide a friendly and efficient reception service to 

clients and other visitors 
7. Provide office cover in the absence of other members of staff 
8. Administer and support group activities at Helen Webb House as required, for example by 

assisting visitors and making refreshments for group members. 
9. Ensure that reception is manned at all times, and to ensure reception cover in the absence of 

reception volunteers. 
10. Take enquiries from members of the public regarding our services and direct them to the 

appropriate member of staff. 
11. To make refreshments (teas and coffees etc) for visitors as required, and to assist volunteers 

in keeping the kitchen area clean and tidy. 
12. Support and train reception volunteers to carry out their duties to the required standard, 

maintaining confidentiality and ensuring data protection compliance at all times. 
13. To undertake all duties in a courteous professional manner. 



 

Responsibility for Resources: 
 
1. The post holder will be required to ensure that any data systems under their 

control are kept secure and properly managed and that confidentiality is preserved. 
 
Working Conditions and Environment: 
 
1. The post is situated within Helen Webb House.  
2. The post holder may be required on occasion to work outside normal working hours to 

attend meetings or other occasions when your professional attendance is required. 
 
Additional Requirements: 
 
1. This job description outlines the main duties of the post but does not exclude other duties, 

which may be undertaken to ensure the efficient operation of the Charity. Other duties 
required will be consistent with those listed above and appropriate to the title and grade of 
the post. 

2. Ensure the equality of opportunity for all people, in service provision and in employment, 
and to work in a non discriminatory manner and in accordance with the Charity’s equal 
Opportunities Statement prevailing from time to time. 

3. Comply with the provisions of the Data Protection Act 1998, the Computer Misuse Act 
1990, Human Rights Act 1998 the Freedom of Information Act 2000, Equality Act 2010 or 
any amendment or any statutory re-enactment thereof at all times. 

4. To take all necessary steps in order to ensure that information acquired through their 
employment or contained within the Charity is kept confidential and secure. 

5. This job description is a record as set out at the date below. Any changes to the job 
description will be carried out in consultation with the post holder, who will be expected to 
participate fully in such discussions. It is the Charity’s aim to reach a mutual agreement to 
reasonable changes but if it is not possible the Charity reserves the right to implement 
reasonable changes to the job description after consultation with the post holder. 

6. Carry out all duties outlined above in accordance with all the Charity policies and 
procedures. 

7. To carry out any additional duties (as and when required) outside of the post holders duties 
and to assist the Charity in the operation and promotion of its business. 

 
 
Date: April 2020 
 
I have read and accept the above: 
 
Name:            
 
Signature:       Date:      

 


