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Job Description
Job title: Receptionist

Responsible to: Home Manager

Accountable to: Operations Manager

Job purpose:To support the operational function of the Care Home by carrying out receptionist duties and general administrative duties during office hours.

Key responsibilities and accountabilities:

· Answer the  telephone and maintain high rapid response.

· Log information taken and pass on messages to appropriate personnel.

· Communicate and provide information by relevent methods internally and externally to assist and enable the Home to operate effectively.

· Communicate and liaise verbally and in writing between service users, relatives, visitors.

· File data and perform routine clerical tasks.

· Process monthly weekly returns to Head Office.

· Order stationery.

· Maintain residents’ financial records and withdrawals and debits, liaising with Head Office appropriately.

· Maintain and update list of staff contact details.

· Perform reception duties in an efficient, professional and courteous manner.

· Maintain regular consistant and professional attendance, punctuality, personal appearance and adhere to relevent health and safety legislation.

· Pursue personal development of skills and knowledge necessary for the effective performance of the role.

· Record staff holidays, sickness and absences.

· Issue residents’ telephone bills and collect monies. 
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