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BROADENING CHOICES FOR OLDER PEOPLE 
 

JOB DESCRIPTION: RECEPTIONIST  
 

PURPOSE AND OVERVIEW 

 
 

The Receptionist will provide support to the Administrator in ensuring a high quality 
receptionist service is provided to residents, tenants and visitors.  
 
JOB DESCRIPTION. 
 
Responsible to:  General Manager.  In the absence of the General Manager, the 
   Nurse in charge. 
 
Location:  Anita Stone Court and any other BCOP location on occasion 
 
 
Main duties: 
 
Reception 
 

 Act as the first point of contact at the front-desk, greeting and welcoming 
visitors, residents and/or tenants.   

 Provide a comprehensive receptionist service by dealing with and taking 
enquiries either in person, by e-mail or telephone. Have overall responsibility 
for operating the switchboard and direct potential clients to relevant 
departments. 

 Promote a positive company image by providing a courteous, friendly and 
efficient customer service to residents, tenants, visitors and team members. 

 Ensure all queries are dealt with in a timely manner, directing the clientele to 
the relevant departments.  

 Show potential clients around the Home, ensuring that up-to-date and 
relevant marketing material, costs and information about the Home are 
available. 

 

Facility Management 

 Responsible for taking enquiries from clients and the general public in relation 
to booking the on-site facilities including the hairdressers, the shop, the Bistro 
and the Summer House. 

 Facilitate bookings of the Assisted Living Lounge. 

 Run the Shop in the absence of the shop assistants and maintain adequate 
stock levels in the shop. 
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General Manager Support 

  Undertake basic clerical duties as instructed by the General Manager. 

 Undertake specific projects as required by the General Manager. 

 Coordinate and take deliveries where required. 

 Assist in the production of newsletters and information briefings for both 
residents and relatives within the Home 

 Under the guidance of the General Manager, contribute to the organisation of 
special events within the Home as and when required. 

 Assist in the marketing of the home attracting new residents and maintain the 
waiting list. 

 

General 

 Attend events and represent BCOP and the Home as and when required. 
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Person specification 
 
Qualities 
 

Essential Desirable 

Skills and Abilities 
 
 
 
 
 
 

 Communication and inter-
personal skills 

 Working on own initiative 
 Time management 
 Working with minimum 

supervision 
 

 Customer service skills 
 Administrative skills  
 Problem Solving 
 

Job Knowledge 
 
 
 

 IT skills 
 

 Good level of knowledge 
in customer services and 
receptionist duties 

 
Experience 
 
 

  Working in a voluntary 
sector or social housing 
organisation. 

 Working in a busy 
environment  

 
Commitment 
 
 

 To the values of the 
Organisation. 

 To the value of older 
people within society and 
their needs. 

 Enthusiasm for the role  
 

 

Qualifications 
 
 

 Minimum GCSE levels C 
or above 

 

 
 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

  
 




