	
	
	



The Salmon Youth Centre in Bermondsey
JOB DESCRIPTION
Receptionist/Admin Trainee

Job Title:			Receptionist/Admin Trainee
Job Purpose: To support the effective running of reception and administrative functions at the Salmon Youth Centre, this will be delivered in line with the mission statement, vision statement, core values and charitable aims of the company.  
Responsible to: Admin Manager 
Working Relationships: SMT, centre staff, training providers, service users and external partner agencies as required.
Working Hours:	This post is contracted to 17 hours per week with occasional overtime, between the hours of 8:30am-6pm
Salary:	£13.85 p/h
Location:	The Salmon Youth Centre, 43 Old Jamaica Road, London, 
SE16 4TE
Probation Period:		2 months

Principal Tasks & Responsibilities

1.To provide front-of-house and administrative support for centre users and visitors
2. General administration responsibilities
3. Study/training for personal/professional development
4. Any other duties relating to the post. 


Job Activities – Receptionist/Admin Trainee


1. To provide front-of-house and administrative support for the centre.

a. Provide a welcoming first point of contact for visitors, members and partner agencies in person, by phone and by email.
b. Support reception duties including answering enquiries, taking messages and directing queries appropriately.
c. Assist with filing, scanning, photocopying and maintaining accurate paper and electronic records.
d. Help prepare letters, forms, spreadsheets and other routine administrative documents.
e. Support data entry and ensure information is recorded accurately and stored confidentially.
f. Assist with booking rooms, preparing meeting spaces and distributing meeting papers where required.
g. Monitor office supplies and report replenishment needs to the line manager.
h. Support the administration of centre activities, bookings and events as directed.
i. Maintain tidy, organised work areas and promote a professional office environment.
j. Provide administrative support to the Finance Director, including maintaining finance systems, processing transactions, and managing petty cash.
k. Maintain strict confidentiality of all company, employee, and client information, always ensuring compliance with GDPR and data protection regulations
l. Manage incoming and outgoing mail, ensuring correspondence is distributed promptly and accurately to the appropriate recipients.

2. General administrative responsibilities.
a. Ensure that administrative tasks are completed accurately and in a timely manner.
b. Complete personal administration such as timesheets, training logs and work planning as required.
c. Maintain filing systems, databases and records in line with organisational procedures.
d. Undertake reception duties and provide cover when required.
e. Assist with planning and preparation for meetings, events and centre activities.
f. Support the preparation of basic reports, risk assessments and administrative paperwork as requested.
g. Attend and contribute to team meetings, supervision sessions and other meetings relevant to the role.

3.Study/Training for personal/professional development.
a. Ensure time for study 
b. Undertake academic study at a suitable level
c. Undertake Safeguarding Training and First Aid Training 
d. Take any other course relevant to the scheme as agreed with Line Manager

4. Any other duties relating to the post.



PERSON SPECIFICATION 
Receptionist/Admin Trainee


Candidates must be willing to undertake training to further their professional and personal development and be prepared to work flexibly in line with the needs of the role.

1.  To provide front-of-house and administrative support for the centre
1. Good communication skills and a professional, polite manner.
2. Ability to provide a welcoming service to visitors and respond appropriately to enquiries.
3. Basic organisational skills and attention to detail.
4. Able to work as part of a team and follow instructions.
5. Willingness to learn and develop administrative skills.

2.  Administrative/general responsibilities for the centre 
a) Able to manage time effectively and use time efficiently
b) Able to keep to deadlines 
c) Able to prioritise work

3.  To Study/training for personal/professional development
a) To be committed to own learning and development
b) To recognise own strengths and weaknesses
c) To be committed to complete any work started 
d) To be willing to take on training beneficial to own development outside of working hours

4.  Attend meetings relevant to the role
a) To be punctual and reliable 
b) To contribute appropriately

5. Any other duties relating to the post.
a) Willingness to undertake any other duties appropriate to the role and level of responsibility.
 
