METROPOLITAN BOROUGH OF SEFTON

JOB DESCRIPTION

DESIGNATION: 
Receptionist & Admin Assistant (One Stop Shops)

DEPARTMENT:
Customer Services





LOCATION:



One Stop Shops
GRADE:



D
RESPONSIBLE TO:

One Stop Shops Team Manager 

JOB PURPOSE

The post holder will be responsible for providing:

1. Cashiering services in Bootle One Stop Shop  
2. A responsive and efficient reception service to the One Stop Shops in Bootle and Southport. 
3. Distribution of Emergency Limited Assistance Scheme (ELAS) awards for residents experiencing severe hardship. 
4. Other admin duties including scanning & indexing, opening mail and distribution of received electronic communications.

5. The post holder will deliver excellent customer services and promote a positive image of the Council. 
MAIN DUTIES 

1. To act as a cashier, ensuring the efficient and accurate collection of revenue, within Sefton MBC guidelines.

2. To act with due regard to security, following instructions laid down by Internal Audit.

3. To act as a receptionist, providing a responsive and efficient reception service to the One Stop Shop.

4. To ensure that relevant details of each customer are accurately recorded and dealt with or passed to a Customer Service Advisor as appropriate.

5. To check external systems to ensure residents qualify for ELAS awards as decided by the Benefits Financial Assessment Team. 
6. To provide information and assistance to customers in respect of Council services and departments.

7. To provide clerical support within Customer Services including the scanning and indexing of documents onto core systems.

8. To distribute received electronic communications promptly and efficiently.

9. To assist in the preparation of exhibitions and displays.

10.  To utilise relevant IT systems as appropriate.

ORGANISATIONAL CHART

Attached

SPECIAL CONDITIONS (if applicable)

· Flexible working time is in operation; however, the post holder must be able to work flexibly across the hours of business (9.00am – 5.00pm, Monday to Friday)
· The postholder will be predominately based in Bootle One Stop Shop, however they will be expected to work from our Southport office as and when needed.
GENERAL:


This job description is a representative document. Other reasonably similar duties may be allocated from time to time commensurate with the general character of the post and it’s grading.


The post holder must ensure that confidentiality of all information is maintained and that working practices comply with the provision of the Data Protection Act 1998

The post holder will be expected to comply, observe and promote the equal opportunities of the Council.


All staff are responsible for the implementation of the Health and Safety Policy so far as it affects them, their colleagues, and others who may be affected by their work.  The post holder is also expected to monitor the effectiveness of the health and safety arrangements and systems to promote appropriate improvements where necessary.

Prepared by:

Name

Mark Quillan 



Designation


Customer Services Manager 
Date



June 2023
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