	
	

	Reception and Support Worker

Job Description
	



GradeSalary: 



Accountable to:  
Ability Bow Manager

Key Responsibilities:

The Reception & Support worker is responsible for providing a welcoming, friendly and efficient reception service to all visitors to Ability Bow and for providing administrative support to ensure the smooth running of the organisation.

Staff Supervision Tasks:

Supervision of volunteers as appropriate

Job Specific Areas of Responsibility:

The duties set out in this Job Description are to be carried out in accordance with the Staff Handbook

1. Reception and member support services

To provide a welcoming and friendly face-to-face and telephone service to gym users and all  members of the public at first point of contact.

To co-ordinate a range of activities aimed at developing and sustaining the membership of Ability Bow such as maintaining regular contact, special promotions, membership drives and organising events. 

To make appointments for gym users and assist them in accessing appropriate services, taking due consideration to ensure privacy and confidentiality.

To answer queries about Ability Bow’s services and provide information about its services including mailing out written information about the agency on request.

To ensure that the reception area is kept in good order and that a system for maintaining stocks of leaflets/forms is adhered to

2.  Finance & Admin Support services

Finance
To be responsible for administration of the day to day income and expenditure of the organisation, including the production and issuing of outgoing cheques and BACS payments; the banking of receipts; financial record keeping using an excel based system; maintenance of the petty cash and membership cash procedures.
Admin 

To provide administrative support services in relation to all aspects of the organisation including developing and maintaining admin systems and procedures, central diary management, room bookings, daily computer back-up, email response management, maintaining supplies of stationery and consumables, recruitment admin, the maintenance of membership files, the production of service statistics and the provision of administrative support to colleagues as appropriate.

3. Information and Communications Technology Support services

To provide ICT support services including maintaining computer based statistics and producing reports according to the needs of the organisation; updating standard forms and documents and the maintenance of shared files and ICT security protocols.

To provide information and communications technology induction and training for volunteers and staff. 

To assist in the production of a wide range of information and publicity materials using various software and hardware.

Shared Tasks

· To contribute to the purpose and strategic aims of Ability Bow.

· To contribute to the welfare and wellbeing of staff , volunteers and gym users

· To uphold the commitment of Ability Bow to the provision of equal opportunities in all aspects of its work.

· To take part in meetings, discussions, training and working groups as appropriate.

· To perform other duties as may reasonably be allocated by the Director from time to time.

Variation Clause

Ability Bow reserves the right, following full and reasonable consultations with the member of staff concerned and with her/his Trade Unions or other representatives, to vary, add to or alter any of the terms and conditions of employment attaching to the post of Reception and Support worker.
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