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Receptionist Job Description
Liverpool Lighthouse Ltd is a charity with an arts and community venue in North Liverpool with a 430-seat auditorium, recording studios, dance studio, a community cinema and activity spaces. Our vision is to be a Creative Sanctuary, working with communities and artists and supporting skills, wellbeing, connection and creative work. 

Liverpool Lighthouse is a black-led organisation with a Christian foundation and ethos and is developing as the national gospel music centre in the UK. 

As a charity, our track record of work with communities including families, young people, elders and refugees and asylum seekers was recognised by the Chamber of Commerce Charity of the Year Award 2018 and Liverpool City Region Culture and Creativity Award for Health and Wellbeing 2023.
The Receptionist is the welcoming face of our Creative Sanctuary and provides the warmest welcome and best customer experience as people arrive and leave the building as well as being responsible for the safe, smooth and efficient operation of reception on a day-to-day basis. The post provides administrative support for the creative programme. Excellent people skills, multi-tasking, solution-focused skills and commitment to equality and diversity is essential for this role. www.liverpoollighthouse.com
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· Behaving as an ambassador for Creative Sanctuary and providing a warm, caring, professional welcome to all visitors as soon as they arrive

· Providing administrative support including data entry, transcribing, filing, keeping data system up to date and reporting as directed by the Development Manager and Creative Director

· Delivering a consistently high level of customer service to a wide range of people including vulnerable adults and commercial clients

· Direct visitors to the appropriate person and space, ensuring every person entering the building has signed in and/or completed forms as needed to maintain security and to ensure we can report accurately on participation
· Answering phones and transferring calls, taking messages, and passing them on as required
· Ensure reception area is tidy and presentable, with necessary stationery and materials
· Scheduling and receiving deliveries and management of post
· Scheduling appointments and events
· Ordering office stationery and other supplies
· Preparing documents by printing, copying, and binding

· Arranging travel and accommodation

· Work in the best interests of Liverpool Lighthouse at all times, and in accordance with company policy, the staff handbook, health & safety regulations, safeguarding, data and IT 
· Be an effective representative of Liverpool Lighthouse in all situations and demonstrate the highest level of customer care, advocacy and service 
· Liverpool Lighthouse is committed to diversity and equality and expects all staff to be active in promoting diversity and to take positive action to promote Equal Opportunities in all aspects of the work 
· Maintain confidentiality in all areas relating to Liverpool Lighthouse as appropriate 
· Use best endeavours to improve sustainability and reduce negative environmental impact
· Undertake other reasonable tasks and activities as requested to ensure Liverpool Lighthouse objectives are achieved 

Essential experience and skills
· Confident communicator with people of all backgrounds and abilities

· Warm, open and professional manner

· Strong administrative, organisational and time-management skills

· High level of confidentiality
· Ability to work as part of a small multi-tasking team 
· Contributing to a working environment that encourages equality, diversity and inclusion, and the ability to create inclusive, respectful relationships

· Problem solving skills with ability to adapt and overcome challenges

· Knowledge and understanding of Microsoft Office, particularly word and excel

· Excellent Customer service 

· Excellent Written & Verbal Communication 
· Attention to Detail
· Safeguarding practice

Desirable

· Experience of working in commercial and community contexts

· Driving licence and car owner

An Enhanced DBS/Update service is required and 2 employment references 
All other terms and conditions of employment are as detailed in the Staff Handbook

This job description is not intended to be either prescriptive or exhaustive; it is issued as a framework to outline the main areas of responsibility.  It may be changed from time to time to meet changing circumstances.  It does not form part of your Contract of Employment.
	
	Category
	Term

	1
	Tenure
	Casual Continuous

	2
	Reporting to
	Finance and Operations Manager

	3
	Salary
	£24,960 a year FTE (£4992 pro rata)

	4
	Hours

	8 hours/week.   (Mondays).  

	6
	Notice Period
	One month

	8
	Place of Work
	Liverpool Lighthouse
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