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Frances Taylor Foundation

​​​​​​​​​​​​​​​________​​​​​​​​​​​​​__________________________________
DIGNITY AND RESPECT FOR THE INDIVIDUAL

	
	
	


JOB DESCRIPTION 
Job title:
Administrator/Receptionist
Services/Locations:
St Joseph’s 
Grade/Salary range: 
C1 to be determined, depending on experience and qualifications. 
Responsible to:


Service Manager
Purpose of the job: 

To provide administrative, financial, and clerical support that ensures the smooth, efficient, and regulatory-compliant running of the care home. The administrator serves as the first point of contact for families, visitors, and external healthcare professionals, fostering a warm and professional environment

About the Role
We're looking for a highly organised Administrator to join our Team to ensure the smooth and compliant operation of the Care Home nonclinical services.
This is a fantastic opportunity for someone with strong administration experience who enjoys working in a Care Home environment. 
What You Will Do

· Handle time-consuming paperwork, finance, and HR tasks so the Care Home Manager and care staff can focus entirely on resident care.

· Provide the first impression of the home, greeting families, visitors, and regulators with a professional, empathetic, and organized front-of-house presence.

· Manage records to keep the home legally and regulatory compliant. 

Essential
· Previous experience in a busy administration role.

· Excellent organisational skills with the ability to manage competing priorities and deadlines.

· Strong attention to detail and commitment to accuracy.

· Excellent communication and interpersonal skills.

· Confident using Microsoft Office, Excel, Publisher applications and email systems.

· Ability to work independently and as part of a team.

· A proactive, customer-focused approach.

What You Will Do
· Handle paperwork, finance and HR tasks.
· Make sure all paperwork meets legal and safety rules.
· Handle daily administrative tasks.
· Answering the telephone, directing calls to the appropriate staff and taking messages as necessary.

· Filing, photocopying, and scanning documents to the correct locations/staff.
· Ensure all mail is posted daily.
· Maintain various MS Office applications (e.g. Word, Excel, Outlook, Access etc) updating spreadsheets and databases with up-to-date information e.g. client information, staff information, training, absence management (list is not exhaustive).
· Order stationery as required (with approval from Service Manager) keeping within approved budgets.
· Take minutes of meetings ensuring typed up minutes are distributed to interested parties in a timely manner. 

· Type up short letters and memos as required.

· Type up minutes of client review meetings, confidential reports etc as required.
· Arrange interviews for job applicants. 

· Assist Manager/Deputy Service Manager to arrange staff training.
· Attend and contribute to training events and meetings, including own Supervisions and Appraisals as part of continued professional development of self and service.

· Maintain confidentiality regarding all aspects of clients and staff information.
· Carry out these and any other duties as reasonably required in accordance with the Foundation’s policies and procedures, in particular those relating to health and safety.


