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RECEPTIONIST
Parish Support (January 2019)
Job Description

Responsible to:

Office Services Manager 

(known as PA to the Head of Operations & Head of HR)
Context:


Old Alresford Place is the home of the Diocesan Team – a group of around 50 staff who support the operations of the parishes, churches and ordained leadership of the Diocese of Winchester. The Team cover a wide range of areas of work and specialisms.
As well as housing the offices, Old Alresford Place is run as a small conference and training centre both for internal events and for external hirers.

The front of house function sits within the Parish Support Team under the leadership of the Head of Operations. 
Main Purpose:
Working as a member of the Parish Support Team, to run the reception for the Diocesan Office and Old Alresford Place Conference Centre, acting as the first point of contact for visitors and hirers, responding to general enquiries and  managing bookings and events. 
Hours:
35 hours a week 

Salary:
Spine Point 2.
Responsibilities and Purpose:  
1. To act as receptionist for the Diocesan Office, welcoming guests, directing enquirers, answering routine enquiries and distributing all incoming post.
2. To work as a member of the Parish Support Team in ensuring the smooth operations of administrative functions and services within the Diocesan Office including the provision of stationery supplies, office equipment and refreshments in the staff kitchens.
3. Under the direction of the Office Services Manager, to take bookings from external hirers for the Conference Centre – advising on facilities, costs and services. 
4. Under the direction of the Office Services Manager to liaise with all external providers of services to the Diocesan Office, including photocopiers, phones, stationery, heating oil, hygiene supplies and refuse collection. To ensure all equipment is well maintained, contracts kept up to date and service levels maintained.
5. Under the direction of the Office Services Manager to manage the central bookings calendar for the Diocesan Office and its range of meeting spaces, balancing competing  requirements for rooms by working with colleagues across the diocesan team.
6. To ensure rooms and facilities are prepared in good time for all visitors, liaising with colleagues in the Diocesan Office in the preparation of meeting rooms for internal events.
7. To liaise with external contractors (e.g. caterers and cleaners) to ensure a consistent and high level of service is provided for all meetings and events held at the office. 
8. To support colleagues in the Parish Support Team and the Safeguarding Team in their running of training days, meetings and workshops. To identify external venues (when required) prepare delegate packs, publicise events and managing bookings.  Under the direction of the Office Services Manager in conjunction with event organisers, to attend some meetings out of the office if required to provide administrative support.
9. To take responsibility as a key holder (jointly) and respond to out of hours call outs if required.
10. Working closely with colleagues in the Parish Support Team, to assist in the maintenance and repair of the building by logging issues and alerting relevant parties. 
11. To undertake other tasks as may reasonably be required by the Head of Operations or Chief Executive.
Person Specification:
1. Excellent customer service and front of house skills including a confident telephone manner and welcoming and friendly demeanour.
2. A highly flexible approach to work and readiness to get involved with all aspects and tasks associated with the running of the office and conference centre. 
3. Excellent IT skills and experience of utilising all standard Microsoft office packages. 
Notes:

The following general principles should be observed:

a. This role will be based at The Diocesan Office, Old Alresford Place (Diocese of Winchester). 

b. Some evening and weekend work may be required for which time off in lieu is given subject to policy.

c. As the post holder will occasionally be required to travel about the diocese, sometimes outside usual business hours and to remote locations, having access to one’s own transport will be essential.

d. The role is offered on the basis of the role holder having a right to work in the UK. 

e. Employer will be The Winchester Diocesan Board of Finance. As such the role is under the leadership of the Chief Executive Officer. WDBF policies and procedures are directly applicable to the role. WDBF Employee Terms and Conditions apply.

f. This job description and person specification is not an exhaustive list of tasks and responsibilities. 
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