

	Role Structure
	Role Details 

	Directorate:
	Economy & Environment 

	Grade:
	HC4

	Location:
	Plough Lane

	Responsible to:
	Facilities & Resource Manager


Job Description

Job role: Receptionist
Service: Facilities Management 
	

Main purpose of the role

Delivering a range of reception activities that contributes to the successful and safe operation of the organisation's corporate facilities/buildings.


	Key Duties and Responsibilities

	Frequency of Task

	· Ensuring that relevant activities are successfully delivered in a timely, courteous and business-like manner.
	· Daily 

	· Promoting and marketing corporate facilities; making necessary arrangements and taking bookings and payments.
	· As Required

	· Undertaking any of the activities performed by other Facilities Management service staff, as and when necessary, and as appropriate.
	· As required

	· To follow the relevant procedures for ensuring that information and data is collected and recorded accurately thus enabling the production of reliable analyses and reports.
	· Daily

	· Supporting the Facilities & Resource Manager in the discharging of his/her duties.
	· Daily

	· Regular and frequent liaison with the Facilities & Resource Manager  to inform him/her of service performance.
	· Monthly

	· Be the first point of contact for those who arrive at relevant buildings/facilities welcoming visitors in a business-like and friendly manner answering their queries and/or giving advice on how/where a particular service can be obtained, to include voluntary organisations. 
	· Daily

	· Ensuring attendees at meetings are dealt with efficiently and appropriate contacts are made.
	· Daily

	· Provide appropriate assistance and guidance regarding services and how these can be accessed.
	· Daily

	· Issue visitor passes and building security passes. 
	· Daily

	· Provide access for visitors to the Guest Wifi system.
	
	· Daily

	· Update the buildings’ visitor electronic information systems
	· Daily

	· Creating opportunities for the hiring of, and promoting and marketing the Council’s hireable facilities.
	· As necessary

	· Updating bookings databases/spreadsheets; creating promotional materials.
	· Weekly

	· Take bookings and payment for hireable facilities and maintain record systems; Invoicing hirers of facilities.
	· Monthly

	· To receive, record and pass on telephone messages for staff in their absence.
	· As necessary

	· Assist Customer Services at times of very high demand with respect to telephone calls.
	· As necessary

	· Operate the emergency switchboard as required.
	· As necessary

	· Book out and receive equipment available for loan by staff.
	· As necessary

	· Take receipt of documents, tenders and parcels and deliveries on behalf of the Authority ensuring transit to the appropriate person/department.
	· As necessary

	· Displaying and making available for public inspection, statutory & various documents.
	· As necessary
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Person Specification


	Requirements
	Essential or   Desirable
	Identified by

A – Application I – Interview

	Qualifications and Training

	· GCSEs – grades A, B or C – or equivalent in Maths and English

	Essential
	A, I

	Experience & Knowledge

	· Previous reception experience
	Essential
	A, I

	· Positive contact with and interfacing with customers
	Essential
	A, I

	· Financial processing – requisitions, purchase orders etc
	Desirable
	A, I

	· Business-like and friendly manner answering their queries and/or giving advice 
	Essential
	A, I

	· Telephony
	Essential
	A, I

	· Promoting, arranging and the taking of bookings
	Desirable
	A, I

	Skills and Abilities

	· Computer literate inc. creation, amendment etc of electronic spreadsheets & documents, and data inputting
	Essential
	A, I

	· Innovative/creative
	Essential
	A, I

	· Dependable
	Essential
	A, I

	· Good interpersonal skills inc. communication – written and oral
	Essential
	A, I

	· To be flexible in terms of roles undertaken
	Essential
	A, I

	· Supportive and a good team worker
	Essential
	A, I

	· Able and prepared to be a nominated person (first aid)
	Essential
	A, I

	· Able and prepared to be a fire warden
	Essential
	A, I

	· Flexibility to cover for absences & business need
	Essential
	A, I

	· To be able (with adaptations where necessary) to lift, move, handle etc items/objects
	Essential
	A, I

	· Presentable & smart in appearance 
	Essential
	A, I







All council staff have a duty to promote the welfare of children, young people, and adults with care and support needs at risk of abuse and neglect who cannot take steps to protect themselves. Ensuring you attend mandated safeguarding children and safeguarding adults training to enable you to recognise the concerning behavior, know how to talk about it, and consent/duty to share information effectively. You will also learn about the legalities and procedures the social care staff can take.

Our Values and Behaviours

The council’s THRIVE core values are our guiding principles and beliefs that shape our culture and behaviour within the council. ​They help us to achieve our Council Plan vision “do our best for Herefordshire” acting as our DNA and the “way that we do things around here”.  We expect all colleagues to act as a role model by living our values and setting an example for others.  ​Our values strive to promote a thriving workforce by fostering a culture of trust, being honest and responsible, inclusive, valuing people and resources and leading with empathy. 

Trust - Developing and maintaining relationships based on a culture of transparency and open communication. Supported by integrity and the confidence that you are reliable and fulfil commitments.
Honesty - Demonstrating truthfulness, integrity, and transparency in all communications, decisions, and relationships. Being trustworthy, reliable, and accountable for your actions. Acting with sincerity and fairness, even in challenging situations.
Responsibility - Taking ownership of individual and collective actions, decisions, and delivering on commitments. Being reliable, fulfilling obligations and being accountable for outcomes and results. Proactively contributing to the achievement of your own, the team and council goals.
Inclusivity - Embracing diversity, equity and inclusion by recognising and valuing the unique perspectives, backgrounds and experiences of our staff, customers and residents. Creating an environment where every individual is valued, respected and can belong.
Value - Upholding high standards, ethics and integrity to guide our actions and decisions. Demonstrating commitment to creating and delivering value in our work by recognising and appreciating each other, our resources, processes, customers, community and environment.
Empathy - Demonstrating a genuine and caring understanding of others' feelings, perspectives, and experiences. Listening attentively, acting with compassion, supporting with respect and kindness and considering the impact of our actions on others.
.
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