(Agency name)
RECEPTIONIST/ Administrative Worker
POSITION DESCRIPTION/DUTIES

ACCOUNTABLE TO:
(agency name) Management Committee
RESPONSIBLE TO:

(agency name) Coordinator
Duties:
To work in the reception area (primarily) of the agency as part of the administrative team responsible for supporting the services of the Centre.

1. Provide administrative support for the Manager of the agency.
2. Provide telephone and reception services for all services auspiced by the agency.
3. Type, photocopy, collect, sort, open, record and distribute mail to all services.

4. Receipt and secure money from the public for Centre-based activities.

5. Maintain statistical data of all contacts of the Centre as required by funding bodies.

6. Routinely check and filter email to the Centre.
7. Access information as requested from the Internet.

8. Provide information and referral advice for the general public.

9. Maintain an interesting, up to date and orderly range of information and service brochures in the reception area.

10. Participate in the efficient operation of the administrative and information services and be a cooperative member of the broader team of staff.

11. Other duties as necessary.

12. Undergo training as required for continued development of the service (as indicated through supervision).

13. Abide by the (agency name)’s policies, including the (agency name)’s Customer service standards, Mandatory reporting requirements, Code of Conduct, Anti Discrimination policy and Access and Equity policy.

Hours of employment: (Note here the number of hours per week the position involves)

Conditions of employment: (Include details such as: Is the position permanent or part time? Does it involve evening or weekend work? Is the position permanent, for a set period or dependent on funding?)

I HAVE READ, UNDERSTOOD AND AGREE to the above Statement of Duties.

Employee
date


Manager
date


I have received the (agency name) 

· Customer service standards;

· Mandatory reporting requirements; 

· Code of Conduct;

· Anti Discrimination policy;

· Equity of Access policy

Employee
date


