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JOB DESCRIPTION & PERSON SPECIFICATION

TITLE OF POST

:
Lead Receptionist
LOCATION

:
Cygnet Hospital Woking 
REPORTS TO

:    
General Manager
HOURS OF DUTY
:          





Job Summary – To:
· Comply with strict and robust security protocols

· Be responsible for all initial contacts
· Provide comprehensive Reception cover

· Provide comprehensive Hospital Administration Cover

· As appropriate liaise with all Hospital Departments including Maintenance, Catering, Housekeeping, Therapy, Wards and external Cygnet Hospitals. 

· Complete necessary electronic and paper systems

· Follow Cygnet Health Care Policy and Procedures and maintain level of service, which meets the standard for the Unit and for the Administration Department.
· Line manage a reception team and ensure that all relevant training, supervisions and appraisal are up to date.
1. Key Duties – To:
· Within a flexible shift pattern provide efficient administration support within Reception, the Administration Department and Ward areas.
· Be primary cover for annual leave and sickness for reception team including weekend and Bank Holiday cover.
· Issue and audit secure keys and blick systems.
· Operate the switchboard 
· Take and pass on messages for staff, patients and visitors as required
· Receive and sort mail and parcels on delivery
· Stamp, log and audit all out-going mail
· Provide post and parcel portering service to wards and departments as necessary.
· Aid in the procedure for admitting patients when required
· Greet and receive visitors to the Hospital, advising relevant staff of guest arrival and making guests comfortable and welcome.
· Establish good positive working relationships with all staff , visitors and users of the service
· Be constantly aware of first impressions issues in and around the reception area
· Assist in general filing requirements of the Hospital as a whole under the direction of the Admin Lead.
· Develop skills and the job role to reflect the changing needs of the Hospital
· Assist or attend training as required to do so by Administration Manager.
· Book company vehicles and taxis as required and ensure relevant account information is logged.
· Maintain room bookings for meetings using IT and diary systems
· Act as Fire Marshall in event of a fire/ fire drill.
· Take staff and visitor meal orders, collect and record meal monies. 
· Collect and Collate ward based information state and other related data as directed by the Administration Manager and the Accounts Administrator.
· Undertake any reasonable request
2. Dress code

· In the interests of safety and comfort of all, employees are expected to dress appropriately whilst at work.

· All employees will:

· Present a neat and tidy appearance.

· Comply with any specified local dress code or uniform requirements.

· Wear a name badge at all times.

· Keep jewelry to a minimum, and avoid items, which create a hazard to safety or health.

· Not wear a hoodie. 

3. Telephone Calls
· All employees will from time to time find themselves answering an incoming call; it is essential all calls be answered in 3 rings and a professional image is maintained at all times, as the answered call is the first point of contact for any potential referrer or patient. 
*****
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	Educations/ Qualifications
	Essential/ Desirable

	5 GCSE’s A – C or equivalent.

ECDL or NVQ 2 Using IT or equivalent.

NVQ 2 Business Administration
	E

D

D

	Skills/ Abilities

	Clear and good communication skills

Ability to prioritise

Organisation skills

Flexible to cover as needed.

Able to type at speed
	E

E

E

E

D

	Experience

	Worked within Reception Area

Worked within Hospital/ Public sector setting
	D

D

	Personal Qualities/ Disposition

	Adaptable to changes in work practice

Approachable to different levels of staff and client group

Ability to work as part of a team and individually

Aware of self , presence within a hospital environment

Enthusiastic

Assertiveness
	D

E

E

E

E

E

	Physical Requirements

	Able to carry out light manual handling including carrying filing from department to department as required.

Sit at desk for long periods of time.

Use of VDU equipment

Use of telephone systems (including taking messages whilst using telephone)

Issues Keys from wall mounted board
	E

E

E

E

	Practical Requirements

	Able to deal with busy working environment

Work under pressure
	E

E
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