Receptionist/Admin Officer
(Full Time)
Application Pack

RECEPTIONIST/ADMIN OFFICER (FULL TIME)
Accountable to:
Starting Salary:
Hours:
Contract:
Location:

Admin & Premises Manager
£22,495.82
35 hours per week
Permanent
Headway East London office in Hackney

About us
Headway East London (www.headwayeastlondon.org) is a charity supporting people affected by brain injury. Working
across 13 London boroughs we offer specialist support and services for survivors and their family. We offer therapies,
advocacy, family support and community support work alongside our day service: a community venue where people
can make the most of their abilities and interests.
We also promote awareness and understanding of brain injury by providing information to the public, and offering
training to university students, professionals and businesses.
Our vision is to build a community where people with brain injury are valued, respected and able to fulfil their
potential.

Purpose of the Post
The primary purpose of our Receptionist/Admin Officer post is to ensure our amazing team of staff & volunteers have
the best administrative support, so we can provide the best possible service to our members.
The new Receptionist/Admin Officer will work closely with the Admin and Premises Manager to administer systems
and procedures which support the smooth running of operational activities. The postholder will join the support
services team at Headway East London and will be required to represent the organisation in communication with staff,
members, and stakeholders.

RECEPTIONIST/ADMIN OFFICER (FULL TIME)
The Person:
We are looking for a positive, experienced administrator who is outgoing and confident. Our ideal person loves a
challenge, finds innovative solutions to problems, and thrives on encouraging others to do the same. You will have at
least 2 years’ experience in an administrative role, and we would like to see some evidence of supporting qualifications
and a commitment to your own ongoing professional development.
You will be highly organised and have a plethora of administration skills together with a talent for working in
partnership with others. We are not expecting our ideal candidate to know everything about this role right away, but
we do expect professionalism and a willingness to learn, to attend regular internal and external training to improve
knowledge & skills, and we need someone who is comfortable with their existing skills and knowledge but who also
has the confidence to ask for guidance to help them grow within this fantastic role.

Main duties and responsibilities
Reception
•
•
•
•

•

Act as the main point of contact for visitors to Headway East London
Manage mail, including opening general incoming mail, franking and posting outgoing mail, and dealing with
courier collections and deliveries.
Answer and manage telephone enquiries, re-directing/taking messages as appropriate.
Greet Day Service members who may arrive on site early each day
Ensure reception remains tidy and clutter free

Administration
•
•
•
•
•
•

Manage the Day Service registers, the organisational online calendars and update the relevant databases and
spreadsheets
Book and cancel Day Service member transport as required
Undertake a regular stocktake of kitchen and janitorial supplies; purchase, receive and store supplies including
PPEs, ensuring that basic supplies are always available
Assist Line Managers in processing and purchasing orders as and when required by departments or services.
Under the supervision of Admin and Premises Manager process all referrals to the organisation.
Work closely with the Admin and Premises Manager to ensure data collection systems and the Charity Log
database function efficiently, are accurate, and up to date.

Finance
•
•

Assist the Finance Team by entering petty cash vouchers and counting the money in the petty cash each day
Assist the Kitchen Project with cashing up at the end of the day

General
•

Actively participate in staff & volunteer team building and social events.

*This list is not exhaustive and the postholder will be expected to carry out ad hoc duties as required which
are commensurate with the role

Skills & Experience
Criteria

Essential

Desirable

Qualifications

•

Good standard of education

•

Able to provide evidence of a
commitment to continuing
personal and professional
development

Experience

•

At least two years' experience in an
administrative role

•

Previous experience as a
receptionist

•

Experience of using and maintaining databases/
CRM software (preferably Charity Log)

•

An awareness of accounting
software (preferably Sage)

•

Confident 365 user – fully conversant with
Outlook and Sharepoint/Word/Excel

•

Strong oral and written communication skills

•

Excellent organisational, time management and
problem-solving skills.

•

Numerate, able to carry out basic reconciliation
procedures with high degree of accuracy
•

An awareness of brain injury
and the philosophy and values
underpinning our work and the
sector.

Skills,
Knowledge
and Abilities

Attitudes

•
•
•
•

•
•
•

Physical

•

An enthusiastic and motivated individual
Ability to remain positive with a willingness to
learn
Strong commitment to diversity and inclusion
Commitment to empowering people who use
services and their families, promoting their
rights and services which are user-led,
personalised and self-directed.
Demonstrable commitment to working in ways
which promote equality and inclusion
Leading by example
Commitment to continuous professional
development
Reliable, with the ability to work the hours
dictated by the needs of the job (incl occasional
evenings and weekends)

Coaching, training and support will always be provided as part of the role.

RECEPTIONIST/ADMIN OFFICER (FULL TIME)

To apply
Please submit your application form to recruitment@headwayeastlondon.org. Closing date for applications is 9:00am
Monday 13th June and interviews will take place in the week commencing Monday 20th June. Please ensure you
address the requirements as laid out in the job description and person specification when completing page 4 of your
application and ensure all other sections of the form have been completed. Incomplete applications will not be
considered and CVs will not be accepted.
Headway East London is an Equal Opportunities Employer and we are committed to ensuring that all staff are
motivated, skilled and rewarded by their work. We welcome applicants regardless of race, religion or belief, colour,
national origin, sex, sexual orientation, disability, age and other protected status as required by law. We promote and
protect human rights; they are the foundation of what we do.
We want to be an inclusive place where a diverse mix of talented people want to come and contribute their unique
strengths and perspectives. We are focused on equality and believe that all the fascinating characteristics that make us
different, make us more able to deliver our life-changing work with passion and creativity. If you would like further
information about the role and Headway East London, please contact Anna McEwen via email at:
anna.mcewen@headwayeastlondon.org or call on 02077497790.
No agencies please.

How you will work
•
•
•
•

In a way which promotes diversity, equality of opportunity and anti-discriminatory practice in line with
Headway’s Equal Opportunities Policy.
Operate at all times in a way that is consistent with Headway East London’s legal responsibilities including, data
protection, health and safety legislation and guidance, seeking specialist guidance where appropriate
Work in accordance with Headway East London’s aims and objectives and policies and procedures and to
promote a positive image of the organisation and its members.
Undertake such other duties as may reasonably be required, commensurate with the level of the post.

