
Job Description
	Job title:
	Receptionist/Administrator 

	Department/Faculty:
	Physio Sports Science Centre, DSDR

	Responsible to:
	Practice Manager

	Grade:
	3 (0.4 FTE)

	Location:
	Sports Training Village


	Purpose of the job:

	The role holder will be a first point of contact for students, staff and other customers coming to the Physio & Sport Science Centre Reception and, as such, he/she will play a pivotal role in ensuring we deliver an excellent level of customer service. The role holder will also provide general administrative support within the Physio & Sport Science Centre. This may include updating of records, facilities support, support for meetings, enquiry management, and data management/processing support. 



	Source and nature of management provided 

	Line managed by the Practice Manager



	Staff management responsibility

	None



	Duties and Responsibilities: 

	To provide reception and administration duties to support the activities within the Physio & Sport Science Centre, including: 
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	Customer Service and general reception duties 
· Act as first point of contact for students, staff and members of the public, presenting a welcoming face at all times.
· Deal with general, day to day standard and routine enquiries by telephone, email and in person, in an efficient, friendly and confident manner, maintaining confidentiality, as appropriate, referring more complex enquiries to the Practice Manager or other Staff.
· Using and updating the clinic booking system (Freehand), recording of internal and external treatment costs.

· Ensure all general reception duties, photocopying, word processing and filing, scanning and uploading of documents are carried out to enable the efficient operation of the clinic. Communicate effectively with both internal and external customers.
· Maintain stationery and other printed supplies for the clinic. ie Clinic Registration Documents, Clinic Appointment Cards

· Responsible for carrying out any necessary financial duties according to the financial procedures i.e. use of till, handling money, cashing up, raising sales orders and credit notes on Agresso and student Invoices on a weekly basis which includes external Insurance companies through their website.
· Using the Agresso finance system, to raise sales orders from the PSSC accounting system and credit notes as advised by the University finance office.

· Complete spreadsheet for preparation of student invoices prepared by the University finance office and use the Samis system to locate student identity numbers

· On occasion arrange sports facility bookings, meeting venues, including ordering refreshments and AV equipment as necessary
· Support Clinic Inductions for new reception staff

· Support DSDR Sports Open Days. 
· Support senior PSSC staff (Practice Manager and Sport Science and Medicine Manager) when requested
· Support Practice Manager with the maintenance of the stock cupboards with particular attention to valuable items ensuring adequate stock levels and rotation of items required. 
· When Practice Manager is away, arrange servicing, emergency repairs of equipment as required

· Update basic information within existing documentation, including clinic protocols and risk assessments. 

· Oversee laundry collections and returns and ensuring the sent laundry tickets match the invoices we receive from the supplier and inform the line manager of any discrepancies.

· Send out clinic welcome packs via e-mail or by post.

· Overseeing daily attendance records, and send out letters to students and customers who late cancel or fail to attend appointments and follow up if required with University invoices.
· To ensure the reception area is constantly neat and tidy, check cleanliness and general housekeeping of the toilet area within the clinic thus projecting a professional image which falls in line with health and safety. 
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	Administrative Duties 

· Provide administrative support to the clinic staff by typing up letters to Consultants/GP’s. Photocopying and scanning of medical documents for example MRI’s and other investigation reports. And liaising with external medical secretaries.
· Maintain up-to-date client personal records and account details and archiving being aware of data protection, freedom of information act and University retention policy. 
· Parcel/mail collection, including post deliveries for the clinic, and distribution. Dispatch outgoing post

· Update clinic notice-boards with current room allocation for practitioners.

· Occasionally take minutes at meetings as required.
· Oversee the clinic printers and ensure that there is sufficient paper and their general maintenance. To be responsible for reporting faults to Managed Print Services.


	The post holder will, from time to time, be required to undertake other duties of a similar nature as may reasonably be required by his/her line manager and flexibility will be essential.



Person Specification
	Criteria


	Essential
	Desirable
	Assessed by

	
	
	
	App
	Int
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	Qualifications
	
	
	
	
	

	Good general standard of education. 
Qualified to minimum of NVQ level 2 or equivalent.
	(
	
	(
	(
	

	Experience/Knowledge
	
	
	
	
	

	Customer care experience.
	(
	
	(
	(
	

	Previous administrative or secretarial experience working in a busy office/medical environment
	(
	
	(
	(
	

	Experience of a busy reception desk environment 
	(
	
	(
	(
	


	(
	

	Evidence of effective team working 
	(
	
	(
	(
	

	Experience of organising a busy workload with sometimes conflicting priorities, to meet deadlines.
	(
	
	
	(
	

	Skills
	
	
	
	
	

	Ability to be both clear and concise both in oral and written communication  including a professional telephone manner 
	(
	
	(
	(
	

	Ability to communicate effectively and professionally with a variety of people and develop good working relationships and deal tactfully and professionally with all enquires
	(
	
	
	(
	

	Comprehensive IT skills, with good working knowledge of windows based software applications including Word, Excel and email,  working knowledge of databases
	(
	
	(
	(
	

	Skills in University specific software (inc SAMIS, Moodle, Agresso).
	
	(
	(
	(
	

	Effective organisational and decision making where appropriate
	(
	
	(
	(
	

	Attributes
	
	
	
	
	

	Capacity for autonomous working as well as the ability to contribute as an active member of the team 
	(
	
	
	(
	

	Competent, conscientious and motivated with a methodical approach to work
	(
	
	(
	(
	

	Adaptable and flexible, with the ability to learn new skills quickly and prepared to change working shifts as required
	(
	
	
	(
	

	Ability to organise and prioritise work effectively, taking an overview of activities
	(
	
	
	(
	

	Commitment to high standards of customer service delivery 
	(
	
	
	(
	

	Be willing to undertake any further training necessary in order to meet the requirements of the post 
	(
	
	
	(
	

	Committed to improving office procedures
	(
	
	
	(
	

	An awareness of cultural sensitivities and the need for confidentiality 
	(
	
	
	(
	


Code: A/F – Application form, I – Interview, T – Test

