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Job Description

Receptionist

Reports to:	Home Administrator

Job Summary

As reception is ‘front of house’ for Vida Grange, the Receptionist will be the first point of contact for visitors and residents and will ensure a courteous and professional welcome is delivered at all times.  The Receptionist will also provide administrative support to ensure the smooth day-to-day running of the home.

Person Specification

Professional Requirements and Experience
· Educated to at least GCSE or equivalent (English & Maths are essential)
· Previous experience in a receptionist or administrative role (experience in a care home or healthcare setting is desirable)

Knowledge and Expertise
· Exemplary communication and interpersonal skills are essential
· Excellent administration and organisation skills 
· Capable of prioritising a busy and varied workload
· Flexible, can-do attitude
· IT competent; MS Office, databases and email essential
· Understanding of data protection and GDPR

Responsibilities
· Welcome residents, visitors, and staff in a courteous and professional manner;
· Answer incoming phone calls promptly and direct them appropriately;
· Respond to general enquiries via phone, email, and in person, as appropriate;
· Maintain the reception and café areas to ensure a clean and tidy environment with a welcoming atmosphere;
· Maintain the visitors’ log and ensure signing-in/out procedures are followed;
· Provide general administrative support as required, including but not limited to:
· Maintaining company car bookings
· Maintaining meeting room bookings
· Updating of the resident nominal role
· Sorting and distribution of incoming mail
· Production of handover documentation following admissions and discharges
· Assist with booking appointments, arranging meetings, and transportation for residents when required;

· Maintain strict confidentiality and professionalism at all times;
· Must be flexible with working hours, including weekends and holiday cover, as and when required. 

General requirements
· Adhere at all times to Company Health and Safety Policies and maintain a clean, uncluttered, and safe environment for residents, members of the public, and staff.
· Adhere at all times to Company Policies relating to Conduct including Confidentiality Policy, Smoke-Free Policy, Standards of Attendance, Appearance, and Behaviour.
· Take responsibility for their own ongoing learning and development in order to maximise their potential.
· Represent Vida Healthcare to provide the highest possible standard of service to residents and members of the public, by treating all those ones comes into contact with in the course of one’s work in a pleasant, courteous and respectful manner.
· Staff at Vida Healthcare will share the Company’s values and commitment to providing the highest quality, compassionate care.  
· The Receptionist, along with all other roles within the Company, carries the responsibility for safeguarding and promoting the welfare of our residents.


This job description indicates the main duties and responsibilities of the post.  It is not intended as a complete list and may be subject to review periodically in light of the needs of the Company.
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