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	D034
	RECEPTIONIST 



Job Title:


          
 

 Receptionist 
Responsible To:
 


Home Manager

Job Purpose
Assist in the efficient running front of house area. Co-operate with the Home Manager/Person in charge, head office, regional office, staff, residents and the general public to ensure the efficient running of the home.

Principal Responsibilities
· To be responsible for presentation of reception and foyer areas - ensuring fresh flowers are present and 

areas are tidy and odour free.  Reporting problems to the Home Manager, 


Person in charge and Domestic Supervisor. To ensure that coffee is freshly brewed each morning.
· To report any odours around the home.
· Welcome all visitors to the home, in the cases of enquiries for placements show prospective residents and family members around the home and relevant units, document all relevant details on correct forms and pass onto   Home Manager for reporting to Head Office

· Provide refreshments for visitors to the home.

· To complete daily Newsletter and update Foyer TV screen with relevant daily details
· First point of contact for Mews Residents and report all queries to home manager or head office personnel where appropriate. 
· Reporting to the Home Manager any sickness or absence to Line Manager and Head Office Admin
· Typing correspondence where requested.  
· Generate posters and display notices to company standard.
· Updating resident list for the Managers office.
· Preparation of Induction pack for all new starters. 

· Archive files according to company requirements
· Adhere to Health & Safety rules and regulations
· Maintain a high standard of work, ensure all documentation is spell checked, set out correctly and calculated 
· Maintain confidentiality at all times
· Report serious accident/incidents where applicable

This list is not exhaustive and may be amended to meet changing needs and such other reasonable duties as may be required.
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