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Job Title
Receptionist / Administrator
Location: Aberdeen
Hours: 17.5 hours per week (flexible to meet service needs) 
Salary: £12.91 per hour
Reports to: TBC

Purpose of the Role

This is a job share position, with two postholders jointly responsible for fulfilling the duties of the Receptionist / Administrator role. The role requires close collaboration, structured handovers, and shared accountability to ensure continuity of service, consistent standards, and seamless operational support across the organisation

The Receptionist / Administrator will act as the first point of contact for visitors and callers to the organisation, ensuring a safe, welcoming, and professional reception environment. The post holder/s will provide high-quality administrative and operational support across the organisation, support facilities management, assist with audits and compliance, and help maintain a calm, safe environment for staff, visitors, and service users, including vulnerable adults.

Key Responsibilities
Reception & Call Handling
· Act as the first point of contact for all visitors to the organisation, managing controlled entry to the building in line with safeguarding and security procedures
· Answer and manage inbound calls to reception in a professional and courteous manner
· Provide overflow support for inbound calls to HEAT, ensuring calls are handled efficiently and sensitively
· Deal with enquiries appropriately, signposting callers or visitors to the correct department or staff member
· Maintain confidentiality at all times, particularly when dealing with sensitive or personal information

Administrative Support
· Provide general administrative support to all departments as required
· Maintain accurate records using the organisation’s CRM system
· Coordinate and assist with mailing and correspondence
· Support the booking and coordination of home visits where required
· Assist with the preparation and set-up of meeting rooms and training rooms
· Arrange buffet lunches and refreshments for meetings and events as necessary
· Purchase office supplies, including stationery, tea/coffee, bathroom, and cleaning supplies
· Booking hotel, accommodation and travel 

Facilities & Office Management
· Support office facilities management across all sites
· Arrange quotes and oversee works for building maintenance and repairs
· Administer facilities management contracts, including:
· Fire alarm and firefighting equipment maintenance
· Building alarm systems
· Hygiene and waste services












· Administer and monitor utility contracts across all sites, including:
· Gas, electricity, and solar power
· Water and wastewater
· Water coolers
· Rent and associated services
· Ensure records, certificates, and schedules for facilities and utilities are kept up to date

Health, Safety & Compliance
· Support Health & Safety (HSE) requirements, including maintaining records for fire safety and alarm systems
· Assist in internal audits, including acting as an ISO Internal Auditor where required (training provided if necessary)
· Support the Business Support Coordinator with audit preparation and follow-up actions
· Assist in maintaining the organisation’s carbon footprint register

Governance & Board Support
· Provide administrative support for Board meetings as required, including preparation of papers, room set-up, and minute support if needed

Safeguarding & Working with Vulnerable Adults
· Interact professionally and sensitively with vulnerable adults, visitors, and service users
· Demonstrate the ability to de-escalate situations where a vulnerable adult may present as agitated, distressed, or overly excited
· Follow safeguarding policies and procedures at all times
· Escalate concerns appropriately in line with organisational safeguarding protocols

Other Duties
· Undertake any other reasonable administrative duties as required to support the smooth running of the organisation

Person Specification
Essential
· Experience in a reception, administrative, or customer-facing role
· Strong communication and interpersonal skills
· Ability to remain calm, professional, and empathetic in challenging situations
· Good organisational skills with the ability to prioritise tasks
· Competent IT skills, including Microsoft Office and database/CRM systems
· Awareness of confidentiality and data protection requirements
Desirable
· Experience working within a charity or support organisation
· Experience dealing with vulnerable adults
· Knowledge of facilities management or health and safety processes
· ISO internal auditor experience or willingness to train

Additional Information
· This role will require a DBS check due to contact with vulnerable adults
· Training will be provided in safeguarding, health & safety, and de-escalation techniques
· These are keyholder roles to open and close the office
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