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Name 
 

 

Title: 
 

Administrator/Receptionist 

Reports to: 
 

Area Manager – Registered Services , 
Specialists and Training 

Location: 
 

ARC Amberley Court 

Salary: 
 

£8.75 - £9.00 per hour 

Contract: 
 

Permanent 

Hours of Work: 
 

40hrs per week 
Monday –Friday 8:30am – 4:30pm 

 

Purpose of the role 

We are looking for a competent Administrator / Receptionist to help with the organization and 

running of the daily administrative operation of the ARC. Required to provide an effective and 

efficient support service to the Activities and Resource Centre.  Supporting the provision of high 

quality services both vocational and social for Cavendish clients and external customers 

The ideal candidate will be a hard working professional able to provide excellent organisational 

skills and customer service. 

 

Key Responsibilities 

1. Organise office and reception, supporting ARC personnel and customers in a way that 

optimizes administration procedures. 

2. Lead and distribute communications in a timely manner. 

3. Create and update records ensuring accuracy and validity of information. 

4. Schedule and plan meetings, appointments and sessions. 

5. Resolve office related malfunctions and respond to request or issues. 

6. Co-ordinate with other departments to ensure compliance with established policies and 

ways of working. 

7. Perform administration duties such as : 

- Answering the telephone 

- Diarising and appointment scheduling 

- Scanning and archiving data in soft copy 

- Filing and archiving data in hard copy 

- Note taking 

- Shredding 

- Data entry 

- Preparation of materials for activities. 
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8. Support the finance function: 

- Invoices administration. 

- Petty Cash management 

- Handling supplier enquiries 

- Stock taking 

- Financial monthly return documentation 

- Other finance administration 

 

2. Requirements for the role 

- Experience within an administration and reception duties 

- Working knowledge of office equipment 

- Excellent organizational and time management skills 

- Excellent verbal and written communication skills 

- Analytical abilities and aptitude in problem solving 

- Proficiency in MS Office and Excel 

- Needs to be a driver 

 

Other Duties:  

This job description indicates the main areas of responsibility for this post. The above list is not 

exhaustive. Therefore, other tasks and or duties may be required of you, but these will fall within 

the general areas of the responsibility of the post. Any changes, which are of a permanent 

nature will, following consultation with you, be included in your job description in specific terms 

and will be formally issued to you 

 

Conditions of Service 

The appointment is subject to the Conditions of Service for this role  

All successful applicants will undergo the following checks: 

 Enhanced DBS 

 2 x References, one of which must be your current or most recent employer 

 Qualification validation check  

 

Annual Leave 

The post carries 28 annual leave days (inclusive off Bank Holidays).  

 Pension Scheme 
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You will be automatically enrolled onto a pension scheme.  

  

Probationary Period 

All newly appointed staff are required to serve a 6 month probationary period.   

Location 

The successful applicant will be based in Crawley, but will be required to work at other locations 

from time to time.  

Validation of Qualifications 

Cavendish Care may undertake qualification validation by writing to the appropriate educational 

institute.  Only those qualifications which are essential for the post will be followed up. 

 

Signed:  
Administrator/Receptionist                                     Date:  
 
 
Signed:                                                                  Date:  
Line Manager 

 

 

 

5A West Street, Reigate, Surrey, RH2 9BL 
T: 01737 224497 
F: 01737 225599 
E: info@cavendishcare.com 
W: www.cavendishcare.com 


