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The Cinnamon Trust
JOB DESCRIPTION
Job Title

:
Administrator & Receptionist 
Salary


:
£22,932 per annum  
Hours


: 
35 hours (Mon to Fri, 9am – 5pm)
Responsible to
:
PA to The Chief Executive/Admin Manager
__________________________________________________________________
MAIN PURPOSE OF JOB:
To work within the admin team to help provide administration support and to support our receptionists answer a busy switchboard within the department under the direction of the PA to The Chief Executive/Admin Manager.  
ABOUT THE JOB:
An experienced and capable administrator with excellent literacy, numeracy and organisational skills, you will work within the admin team to assist with data entry, respond to correspondence via email or formal letter (you will need an aptitude for letter writing), process incoming and outgoing mail as and when needed.  You may, on occasion, assist other teams within The Trust with their duties.
Reception tasks will include answering all incoming telephone calls promptly, meeting and greeting visitors to reception and assisting with data entry and correspondence.

A good telephone manner is essential, together with excellent literacy and IT skills, coupled with the ability to work to tight deadlines, often under pressure and be able to use your initiative.
This is a sensitive role which requires an individual with the ability to handle confidential information and empathise with our clients.  In addition, a compassionate, professional public image and the ability to liaise and communicate at all levels with sincerity, warmth, efficiency and flexibility is essential.    

To liaise with all other staff of the Trust in a flexible manner.

Together with such additional general duties as the Employer shall reasonably require, having regard to the needs of the Employer’s business as a Charitable Trust.
THE CINNAMON TRUST

PERSON SPECIFICATION 

ADMINISTRATOR/RECEPTIONIST
	ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	HOW IDENTIFIED?

	Knowledge


	Computer literate and ability to input data onto a database.

Love of pets and  understanding of their needs.


	Knowledge of database systems preferably Access.

Own family pets.
	Application form.

Application form & interview



	Skills


	Clear telephone manner.

Competent letter writer
Effective verbal communication skills

Clear and accurate computerised notes onto cases. 

Confidential manner.

Ability to use a keyboard.


	Previous call centre or customer service skills.

Previous office or suitable experience
Understanding the needs of elderly clients.

Good standard of literacy and spelling.

RSA Stage 1 typing.
	Initial telephone call to arrange interview

Interview – typing test
Interview – assess & hypothetical situation

Application form and quick test

References.

Application form & certificates.

	Experience


	Experience of handling a busy switchboard.

A working knowledge of MS windows based packages.

Twelve months experience of working with elderly or vulnerable members of society.


	1 year  telephonist or equivalent experience.

Two years administration experience.

Previous voluntary experience with the elderly.


	Application form

Application form

Application & interview


