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Job Title: 			Receptionist
Working Hours: 		17.5 hours per week 
Salary: 				£15,268.50 - £16,322 per annum (pro rata) subject to 2018/19 pay review
Responsible/Accountable to: Income Generation Manager/Deputy Income Generation Manager

An exciting opportunity has arisen for a part time Receptionist at Dr Kershaw’s Hospice. 

This position will be part of a job share working in the mornings (Monday – Friday 8.30 – 12midday) supervising the reception area working closely with the volunteers who support its smooth running on a day to day basis. The post holder will be the first point of contact for visitors, staff and volunteers, therefore excellent interpersonal, organisational and team working skills are essential.

You should also have good written and verbal communication skills, as excellent communication skills both on the telephone and face to face with a range of people is key to the role.

You will be joining the Hospice at a time of great change and opportunity to influence future developments.

In summary this post will:
To provide a first class professional and efficient reception and telephone service for the organisation ensuring all patients, relatives and visitors coming in, or telephoning Dr Kershaw’s are received in a helpful and sensitive manner, thereby creating the correct first impression of our services.

To work effectively as part of a small team including volunteers and supporting one another.

The successful candidate will have:
· Good standard of basic numeracy and literacy equivalent to GCSE Grade C
· Experience of working as a cooperative team leader
· Ability to work without close supervision
· Experience of undertaking a range of administrative tasks.
· Good communication skills
· Flexible approach to work - cover job share partner as and when required in the afternoons

If you require further information about this post please contact Lyndsey Donbavand or Dave Whaley on 0161 624 2727 or email lyndsey.donbavand@drkh.org.uk. Alternatively, please visit www.drkershawshospice.org.uk to download an application form or view our current vacancies.  

Closing date for applications is Sunday 15th July 2018
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