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Job Description & Personnel Specification

Post Title:  		Part-Time Receptionist
Location: 		Fermanagh House, Broadmeadow, Enniskillen
Reporting To: 	Centre Manager
Hours:  	16 hours per week Thursday & Friday  8.30am – 5.30pm
Part Time (subject to satisfactory completion of 6-months probationary period)
Renumeration:	£13.45 per hour (£11,190.40 per annum)

What we offer:
· Contribution to Personal Pension
· Health Insurance
· Uniform

JOB DESCRIPTION
Purpose of the Role
The Receptionist is the first point of contact for members of the public, service users, and visitors to Fermanagh House, acting as the welcoming face and voice of the organisation.
The role extends beyond traditional reception duties and includes front-of-house support, administrative tasks, facilities coordination, meeting room preparation, and maintaining communal areas to ensure the smooth running of Fermanagh House.

Key Responsibilities
Reception & Customer Service
· Provide a professional, friendly, and courteous reception service
· Meet and greet visitors, directing them appropriately
· Handle telephone and in-person enquiries efficiently
· Take and relay messages accurately

Administration & Office Support
· Provide general administrative and secretarial support including typing, photocopying, and filing
· Manage incoming and outgoing emails
· Maintain accurate records and filing systems
· Collect and maintain statistics and relevant information as required

Facilities & Front of House Support
· Manage meeting room bookings and maintain the room diary
· Prepare, set up, and clean meeting rooms
· Assist with hospitality arrangements for events and meetings
· Ensure communal areas (kitchen, toilets, reception, meeting rooms) are clean, tidy, and presentable
· Maintain sign-in registers in line with health & safety requirements

Client & Service Support
· Respond to client and staff requests for information
· Promote awareness of available services within Fermanagh House
· Maintain positive working relationships with clients and colleagues

Operational Duties
· Operate booking and appointment systems
· Support billing processes by recording photocopying and related services
· Contribute to the smooth, efficient running of Fermanagh House


General Responsibilities
· Maintain confidentiality in all aspects of the role
· Work flexibly as part of a small team
· Uphold the values and ethos of The Fermanagh Trust
· Maintain a safe and tidy working environment
· Undertake any other duties necessary to support organisational objectives

Other Requirements
· Flexibility to work occasional evenings and weekends if required
· Willingness to undertake a range of duties including cleaning and room setup

PERSONNEL SPECIFICATION
1. Qualifications
Essential:
· Good general education including GCSE (or equivalent) in English and Maths
· Basic IT skills (e.g., Microsoft Word, email systems)
Desirable:
· Qualification in administration or customer service
· Training in health & safety or first aid

2. Experience
Essential:
· Experience in a reception or customer-facing role
· Experience of providing administrative support
· Experience handling telephone and face-to-face enquiries
Desirable:
· Experience in a community or charity setting
· Experience with room booking systems or diary management
· Experience supporting meetings or hospitality

3. Knowledge
Essential:
· Understanding of high-quality customer service standards
· Basic knowledge of office procedures
· Awareness of confidentiality and data protection
Desirable:
· Knowledge of health & safety practices in public buildings
· Awareness of community/voluntary sector services

4. Skills & Abilities
Essential:
· Strong communication and interpersonal skills
· Excellent organisational abilities
· Ability to multitask and prioritise work effectively
· Ability to work both independently and as part of a team
· Competent in IT and office systems
· Attention to detail
Desirable:
· Ability to manage booking systems and schedules
· Problem-solving skills and initiative
· Ability to maintain accurate records and statistics

5. Personal Attributes
Essential:
· Friendly, approachable, and professional manner
· Reliable and punctual
· Flexible and adaptable
· Strong sense of responsibility and initiative
· Commitment to confidentiality
· Positive, proactive attitude
Desirable:
· Enthusiastic and community-focused
· Willingness to learn and develop

6. Other Requirements
Essential:
· Ability to work part-time hours
· Flexibility to work occasional evenings/weekends if required
· Willingness to undertake cleaning, hospitality, and room setup duties

7. Special Conditions
· Role includes physical tasks (e.g., room setup, cleaning duties)
· Must comply with The Fermanagh Trust policies and values

 Shortlisting Guidance
Candidates will be shortlisted based on how well they meet the essential criteria, with desirable criteria used to differentiate between suitable applicants.
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