EAST SUSSEX COUNTY COUNCI[image: ]L JOB DESCRIPTION
Job Title: Receptionist
Department: Adult Social Care and Health 
Grade: Single Status 3
Responsible to: Senior Business Administrator
Purpose of the Role:
Milton Grange is an Adult Social Care facility located in Eastbourne. It provides a short-term rehabilitation service and has 37 beds in individual en-suite rooms for people with a range of physical and mental health needs.
The aim of the service is to facilitate timely discharges from hospital, maximise people’s independence to enable them to return home, and prevent unnecessary admissions to hospital. Milton Grange is part of East Sussex County Council’s Adult Social Care division. The service is supported by a multidisciplinary team comprising nurses, therapy assistants, physiotherapists, occupational therapists, social work team and a visiting GP practice but does not have access to 24-hour medical support. 
The receptionist plays a key role in being the first point of contact for both clients and visitors, providing cover of a busy reception and positively representing the service by greeting people coming into the service.
Key tasks:
1. Undertake administrative duties in accordance with statutory and departmental requirements including providing telephone cover and message service, process incoming and outgoing mail. 
2. Respond to enquiries and assist clients and members of staff at the reception point in the establishment.
3. Ensure that visitors follow procedures in terms of entering and leaving the building. Liaise with senior staff should there be any concerns regarding any visitor.
4. Have an awareness of clients who may be vulnerable were they to leave the building unaccompanied – alert staff if there is any concern that this may occur.
5. Liaise with operational and departmental staff, clients and other agencies as appropriate, sharing information as directed and ensuring Council procedures are properly followed.
6. Maintain and update departmental information. 
7. Undertake photocopying and scanning as requested. 
8. Support managers in maintaining property and facilities and their security.
9. Attend staff meetings, supervision and training as required, including participation in the annual performance appraisal review scheme.
Recognising that ESCC is a large organisation with a number of over-arching priorities extending to all areas of our work, you should be aware of these Council priorities and proactively seek appropriate opportunities in your work/service area to contribute, in consultation with your line manager; in particular, but not limited to:
· Net zero emissions targets – reduce your work’s environmental impact.
· Equality, Diversity and Inclusion – contributing to an inclusive and supportive working environment.
· Making the best of our resources - ensuring awareness of the impact of what you do to maximise the use of public monies.
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PERSON SPECIFICATION
Essential education and qualifications
1. RCF Level 2 in English or ability to pass assessment at interview
2. Customer Service Practitioner qualification or willingness to complete Customer Service Practitioner (Level 2) apprenticeship which will be funded by the Council
For more information on apprenticeships and the training available for this position please visit our apprenticeship page on our website
Essential key skills, abilities, knowledge, experience, values and behaviours
3. Ability to effectively organise own workload
4. Ability to communicate effectively
5. Ability to converse at ease with customer and provide advice in accurate spoken English
6. Awareness of the services provided by ESCC and the function of the team the role supports
7. Dealing with members of the public
8. Interpersonal skills
9. Ability to work in a team
10. Commitment to improving personal performance and supporting that of the service
Desirable key skills, abilities, knowledge, experience, values and behaviours
11. Knowledge of the services provided by the directorate
12. Use of office systems
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Health & Safety Functions
This section is to make you aware of any health & safety related functions you may be expected to either perform or to which may be exposed in relation to the post you are applying for. This information will help you if successful in your application identify any health-related condition which may impact on your ability to perform the job role, enabling us to support you in your employment by way of reasonable adjustments or workplace support.
	Function
	Applicable to role 

	Using display screen equipment 
	Yes

	Working with children/vulnerable adults
	Yes

	Moving & handling operations
	No

	Occupational Driving
	No

	Lone Working
	No

	Working at height
	No

	Shift / night work
	No

	Working with hazardous substances
	No

	Using power tools
	No

	Exposure to noise and /or vibration
	No

	Food handling
	No

	Exposure to blood /body fluids
	No
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