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WARWICKSHIRE PROBATION TRUST
Job Description

Job Title:
Receptionist
Salary:

Band 1 pp 8-23 £14,182-£16,420 p.a.



(subject to job evaluation)

Hours:


Full time 37 hours per week
Job Location:
Southern Justice Centre, Leamington Spa. The Trust reserves

                                    the right to move your base to any office within the County
Responsible to:
Area Administration Officer
Contract:

Temporary contract for one year
Main Job  Purpose:   Provide excellent reception services and general administrative 

 duties for the Probation teams in the Justice Centres. 

Description of Duties:

1. Provide a professional and friendly reception service to all offenders and visitors to the Warwickshire Justice Centre, responding to people with tact, sensitivity and courtesy 

2. Greet and records all offenders and visitors to the Centre.

3. Notify the relevant staff member that the visitor/offender has arrived.
4. Deal with incoming telephone calls through the switchboard , responding appropriately or  taking messages and passing to the appropriate recipient.  

5. Respond to a wide range of queries via the telephone or reception counter, referring on as appropriate.
6. Receive ,sort and distribute incoming and outgoing mail.
7. Access information databases  such as CRAMS/DELIUS as required, checking offender details , recording relevant incoming calls  and inputting  and retrieving data as required in line with area policy .
8. Inform Offender Manager  of events as appropriate
9. Assist with general administrative tasks as directed, including typing of letters using standard templates
10. Make interview and meeting room bookings using electronic system and maintains a record of visitors.

11. Receive, transmit and store information electronically, including taking and sending fax messages, emails and telephone calls  

12. Receive and file paper information including filing, photocopying and faxing as required.

13. Prioritise the tasks allocated to contribute to effective workflow
14. Ensure confidentiality and promote the aims and values of the National Offender Management Service and Warwickshire Probation Trust.

15. Maintain positive working relationships with managers and colleagues based on trust and mutual support

16. Contribute to Area policies and procedures in relation to diversity

17. Contribute to the health and safety of self, other individuals and environment

18. Undertake any other tasks commensurate with the spirit and grade of the post as reasonably required by management
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