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Front of House Administrator – Supported Living
Job Title:	Front of House Administrator - Supported Living
Location:	Based at Stepping Stones, Northwich
Reporting to:	Registered Care Manager

Main purpose:
The role will provide general administrative to support the smooth running of DSN’s supported living service. The role will work closely with the Registered Care Manager and Senior Officers to deliver the expected level of service to tenants, DSN staff and external agencies/visitors.

Specific tasks:
1. Front of House:
· Deliver Front of House duties at Stepping Stones, maintaining a professional image as the first point of contact for DSN. This will include greeting visitors, answering and making phone calls, responding to emails, and viewing CCTV activity.
· Ensure that staff and visitors to the building are greeted, signed in and out and shown to the appropriate areas for meetings/ to work areas.
· Ensure full and accurate recording of all communication and correspondence with external contacts.
· Provide cover for wider Front of House team at other locations in DSN.
· Provide support for the Communications team as required.
2. Administration:
· Manage contractor visits making sure that the Registered Care Manager, Senior Officer and relevant staff members are fully informed of what jobs are booked in.
· Ensure mail, both internal and external, is distributed appropriately and respond to any routine correspondence, as necessary.
· Ensure that all emails are responded to in a timely manner.
· Ensure notice boards, leaflets and displays are kept up to date.
· Complete data entry and scanning of relevant information into DSN’s databases, Nourish and TEAMS.
· Act as an IT buddy and provide support to support workers in accessing and dealing with email/ TEAMS and Nourish etc. 

3. Health and Safety:
At the locations Stepping Stones and Lavender Lodge
· Perform weekly tests of fire and panic alarms.
· Perform weekly tests of the emergency lighting.
· Perform weekly tests of the pull cord panic alarms in the disabled toilets. 
· Ensure first aid kits are kept fully stocked and re-order supplies as required.
· Ensure all accidents, incidents and near-misses are recorded and reported as appropriate with QR code. (Staff members are encouraged to complete themselves).
· Ensure that all systems (fire alarm, lift, electrics, fire extinguishers) are maintained and inspected on a regular basis.
· Attend H&S committee meetings as the supported living representative and ensure that agreed actions are carried out.
F. General
· To communicate in British Sign Language (minimum level 2), or an appropriate manner, with staff and clients relevant to their choices and needs.
· To comply with the organisations Policies and Procedures.
· To carry out any other duty reasonably be requested by Management.
· Attend staff meetings and training days.

NOTWITHSTANDING the detail in this job description, in accordance with the DSN’s flexibility policy, the job holder will from time to time undertake such work as may be determined by the Chief Executive Officer consistent with the key tasks of the job.

Person Specification
Department: 	 Front of House                                               		     Job Title: FOH Administrator SL
	
	Criteria
	E/D
	A
	I

	Qualifications
	A pass at GCSE grade C or above in English and Maths, or ability to demonstrate equivalent knowledge
	E
	|X|
	|_|

	
	Business administration qualification, NVQ Level 2 Administration or equivalent
	D
	|X|
	|_|

	
	British Sign Language Level 1 or above, or ability to demonstrate equivalent knowledge.
	D
	|X|
	|X|

	
	
	
	

	Experience 
& Knowledge
	Proficient in MS Office packages & software applications.
	E
	|X|
	|_|

	
	Previous administration experience in a similar role dealing with the public and handling general enquiries in a professional manner.
	E
	|X|
	|_|

	
	Good standard of written English, with good spelling and grammar.
	E
	|X|
	|_|

	
	Experience of dealing with health and safety issues, risk assessments etc.
	D
	|X|
	|X|

	
	Understanding of data protection and safeguarding procedures and the need to deal with staff/service users sensitively, maintaining confidentiality.

	D
	|X|
	|X|

	
	First Aid and Fire Marshal experience.

	D
	|X|
	|X|

	
	Key holder experience.

	D
	|X|
	|X|

	Skills& Abilities
	Excellent communication skills, both written and face-to-face.
	E
	|X|
	|X|

	
	Ability to work as part of a team.
	E
	|X|
	|X|

	
	Ability to use & work on own initiative.
	E
	|X|
	|_|

	
	Ability to prioritise and manage a fluctuating workload.
	D
	|X|
	|X|

	
	Knowledge and understanding of deaf issues.
	D
	|X|
	|X|

	
	Ability to make and receive telephone calls in a professional manner.
	E
	|X|
	[bookmark: Check67]|X|

	
	Attention to detail and ability to produce accurate work.
	E
	|X|
	|X|

	
	Positive attitude and commitment to providing a good service.
	E
	|X|
	|X|



	Values & Behaviours
Ability to demonstrate, understanding and apply our workplace values. 
	Positive attitude with good communication skills – good eye contact and clear lip pattern. Reliable and punctual. 
	E
	|X|
	|X|



KEY:	E = Essential Criteria 
	D = Desirable Criteria 
	A = Application
	I  = Interview
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