
 

 
JOB  DESCRIPTION 

 
 

 

Post: 
 
Date: 

 

Receptionist/Administrative Support 
(Part Time) 
September 2022 

 

Analyst: 
 
Department: 

 

C Keenan-Jackson, 
Director of Housing & 
Corporate Services 
Housing  

 
1. 

 
JOB  DETAILS 

 

a. 
 

Responsible to: 
 

Housing Manager 
 

b. 
 

Responsible for: 
 

N/A 
 

c. 
 

Working hours: 
 

20 hours per week  
 

d. 
 

Wage level: 
 

NJC Point 3, £18,887 - NJC Point 6, £20,043 
(pro rata) 

 

e. 
 

Essential Qualifications:  
5 GCSE’s including Maths and English Language, passed at Grade C or above, or equivalent 

 

f. 
 

Essential Experience:  
A minimum of 1 years’ experience in a similar role (within the last 5 years) 
Competent IT skills including excellent word processing 
Experience of maintaining and developing databases 
Experience of customer service  
 

 

2. 
 

JOB  SUMMARY 

 The post-holder will be required to greet customers in reception, manage a switchboard 
and provide administrative support as required by management. 

 

3. 
 

KEY  TASKS 
 

3.1 To operate a multiline switchboard 
 

3.2 To receive, record and direct incoming and outgoing messages 
 

3.3 To give advice to public as instructed 
 

3.4 To manage door entry, access to and from office/reception areas, monitoring of CCTV 
and office security 

 

3.5 To maintain a visitor’s log at all times 
 

3.6 To maintain a log of staff within the building at all times 
 

3.7 To manage incoming and outgoing post 

3.8 To manage and record key distribution to contractors, signing in/out 

3.9 To act as the “appointed person” in an emergency to contact emergency services 

4. PUBLICATIONS 

4.1 To assist in the publication, preparation and distribution associations information and 
promotional materials to include but not limited to Annual Report, Newsletters, Value 
for Money Report, Departmental Strategies, etc. 

4.2 To assist Corporate Services with processing of tenants’ satisfaction questionnaires 
including content, layout and design. To issue and collate statistical data and present 
findings in appropriate format. 
 



 

4.3 To assist Corporate Services and the Management Team to prepare and design 
information leaflets, documents etc. as directed by the Senior Management Team 
(SMT) 

4.4 To assist in the issuing of correspondence to tenants, including processing, printing, 
posting or texting 
 

4.5 To monitor the Associations website content and update as required. 
 

4.6 To provide support to SMT as required. 
 

5. HOUSING MANAGEMENT 

5.1 Complete sign-ups for new tenants, including assisting in the completion of Housing 
Benefit applications, tenancy agreements, NICORE forms in the absence of the 
Housing Officer etc.  
 

5.2 Answer queries on tenancy conditions, rent payments, etc. 
 

5.3 Provide advice to the public on waiting list enquiries, including access to the common 
waiting list etc. 
 

5.4 Manage Association transfer applications and ensure reminders are issued and 
updates completed.  
 

5.5 To upkeep databases in relation to tenant profiling information, transfers, 
compliments, etc 
 

5.6 Assist tenants in making complaints including the completion of a complaints form, 
assigning a reference number to each complaint and issuing an acknowledgement 
letter. Communicate with the relevant department for further correspondence 
requirements.  
 

5.7 Receive and record repairs requests from tenants and pass these onto the 
Maintenance Officer. 
 

5.8 Pass repairs to the MTC contractor in the absence of the Maintenance Team. 
 

6. HANDLING MONEY 
 

6.1 Receive rent payments at reception and ensure monies are safe, payments are 
properly recorded and payment slips are filed. 
 

6.2 Issue and receive payment for laundry tokens for supported schemes when required 
 

6.3 Prepare and review bank lodgement including reconciliation. 
 

6.4 Review payment entries onto Omniledger, including rent payments, direct debit, 
standing order Allpay etc. 
 

6.5 Receive Callpay payments from tenants and input data as required 
 

7.0 
 

OTHER DUTIES 
 

7.1 Manage, control and order stationery supplies and office equipment order as required. 
Ensure stock is available and storage is organised. 
 



 

7.2 
 

To provide administrative support in relation to recruitment and selection i.e. ad 
placement, application distribution and return, equality monitoring etc.  

7.3 
 

Ensure the economical use of all supplies and that waste is kept to a minimum. 
 

7.4 Ensure all activities are conducted in accordance with the Company’s Health and 
Safety and Equal Opportunities Policy  

7.5 
 

To contribute to the overall work of the Association. 
 

7.6 To attend staff meetings, training, forums, which may occur outside normal working 
hours 
 

7.7 To participate in Performance Reviews and supervision sessions. 
 

7.8 Adhere to the rules of NB Housing in relation to Section 75 and equality of opportunity 
 

7.9 Adhere to policies and procedures as contained within Staff Handbook 
 

7.10 To promote the organisations Mission, Values (Integrity, Sustainability, Excellence, 
Empowerment, Collaboration, Fairness) Aims and Objectives. 

7.11 Actively promote the operations of the Association and maintain and develop links 
with outside agencies, ensuring the best interests of the Association are promoted at 
all times 

7.12 To maintain professional boundaries, confidentiality, and Data Protection principles. 
 

7.13 To prepare minutes of meetings as required.  
 

7.14 To assist with any ad-hoc admin duties such as filing, issuing Association publications 
etc. 

7.15 Carry out any other duties as may be reasonably expected from time to time that are 
within the competence of the post holder and conducive to the effective delivery of the 
role and success of the Association. 
 

 
Please be advised that this list is not meant to be exhaustive and may be added to or amended as and 

when deemed necessary. 
 
Signed by Employee: 
 
Signed: ________________________________  Date: ____________________________ 
 
 
 
Signed on behalf of Association: 
 
Signed: ________________________________  Date: ____________________________ 
 
Position: _______________________________ 
 
 

 


