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Job Description 
	Job title:
	Admin Assistant/Receptionist

	Reporting to:
	Executive Assistant and Board Secretariat

	Direct reports:
	

	Department:
	Central Services


Purpose of job

	To provide administrative support to the whole organisation and in particular to Care and Support Directorate including administrating Covid PCR and Lateral Flow test results, stock control of PPE, ensuring health and safety records are kept up to date.  Duties include working at reception, updating administration systems, and dealing with telephone and email queries.  General office tasks will also be required to be undertaken (scanning documents, drafting letters, organising meetings etc.) as well as providing cover for Executive Assistant in their absence.  
Experience in office administration and / or care home administration is preferred but not essential, as training will be provided. Whilst you won’t be directly supporting people with learning disabilities, we will be looking for a warm and caring individual who is comfortable working in care environment and who is able to develop a rapport with their residents.

Applicants must be highly organised, motivated, have good numeracy and literacy skills and be able to work on own initiative but also as part of team. A high level working knowledge of computing skills including using Word and Excel is essential.
You should have knowledge of GDPR and be able to facilitate GDPR compliance through processes, systems and procedures



Key duties and responsibilities

	Accountabilities :

· To oversee the current Covid-19 testing process, working to the Director of Care and Support including distribution of test kits, inputting data and reporting in test results to individual staff
· To manage the supply and distribution of PPE to care and support teams, working with Executive Assistant 
· To support Care and Support Directorate in filling shift absences as required
· To support the Facilities Manager in keeping up to date health and safety records including RIDDOR, accident reporting and other administrative duties that ensure compliance against reporting and insurance requirements
· To act as receptionist to all visitors to Minstead Lodge and telephone receptionist.
· Booking appointments for Senior Management Team and Care Leadership Team
· Produce correspondence, reports and other documents at the request of the Senior Management Team and Care Leadership Team
· To maintain logs and central filing system as required
· To maintain supplies of stationery and related equipment
· To be compliant with GDPR and maintain all records accordingly including the destroying of records in an appropriate timely manner 
· To undertake any other work as required
Team working

· To be a member of admin team providing admin support to staff and people we support as required 
· Reporting concerns, areas of risk to senior management and/or relevant Team Leaders
Communication

· Complete and maintain records as required

· Able to communicate effectively with outside Professionals/services and families



Education and experience

	Essential Criteria

· Excellent people skills 
· Warm and professional telephone and face to face manner
· Good working knowledge of computing skills including outlook, word and excel
· Excellent organisational skills
· Good Team Worker
Skills/Competences:

· Organisational skills 
· Paperwork duties 
· Ability to lone work
· Listening skills
· Self motivated
Expected Behaviours:

· Confident and respectful in all aspects of resident care/training/support
· Able to work effectively as part of a team demonstrating both tact and diplomacy
· Able to deal with difficult or distressing situations in a calm, sensitive and sympathetic manner
· Aware of the need for strict confidentiality in carrying out duties
· Awareness of equalities and anti discriminatory practices
· Respecting and adhering to the values of Minstead Trust.



	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Signed ………………………………..

Signed ………………………………..


(Employee)



(Manager)


Dated
………………………………..

