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hOllSIng o o e Position Description

Receptionist

Executive Assistant &
Department | Finance and Corporate Services Reports To | Office Manager

Positions reporting to
this position | None

Location | Redfern, Sydney, NSW Award Level | 2

Award Name | Social, Community, Home Care and Disability Services Industry Award 2010

Primary Purpose of this Position
The Receptionist at Bridge Housing is responsible for providing a professional and efficient first point of contact for all
Bridge Housing visitors and enquiries and providing administrative support to other Bridge Housing employees to
enable them to effectively service Bridge Housing clients.

Accountabilities

1. Ensure Bridge Housing sustains a professional image and reputation at all times through maintaining the
cleanliness and orderliness of reception, related areas and professional presentation.

2. Ensure superior customer service to Bridge Housing clients and visitors by providing an efficient and
professional response to all enquiries (face to face and telephone) and directing these to the correct person.

3.  Ensure the ongoing and efficient operation of Bridge Housing through the provision of general
correspondence and answer to enquiries through mail, email, SMS, fax and voicemail, as well as directing to
the appropriate person for follow up.

4. Support Bridge Housing in delivering exceptional service to its clients by providing administrative support to
other Bridge Housing staff through assisting in coordinating meetings, mail outs and preparing client
transfer/sign up packs.

5. Assist the Office Administrator in the efficient on boarding of staff through the creation of new starter packs
and provision of relevant supplies and equipment.

6. Ensure consistency in the maintenance and supply of stationery, other office supplies and equipment used
by staff, as well as standard information leaflets and forms.

7. Support Bridge Housing in sustaining a professional and safe environment by maintaining the orderliness of
the storeroom, compactus and first aid supplies and other shared office areas.

8. Assist in maintaining quality service delivery though adhering to the front office services policies and
procedures and contributing to their continual improvement.

OTHER SKILLS, EXPERIENCE AND QUALIFICATIONS

o Intermediate level of Microsoft Office

e  Excellent oral and written communication



KEY CAPABILITIES

Cultural Capabilities
Cultural capabilities are common to all jobs at Bridge Housing. They describe the critical behaviours and ways of
relating to work colleagues and others. These capabilities translate the Bridge Housing corporate values such as

socially responsible, people focussed, building relationships and professionalism and integrity.

SOCIAL AWARENESS

CLIENT FOCUSED

STRATEGIC RELATIONSHIPS AND PARTNERSHIPS




CONTINUAL IMPROVEMENT AND CHANGE

PROFESSIONALISM AND INTERGRITY




Enabling Capabilities

Enabling capabilities are the core skills, knowledge and abilities required to effectively deliver and perform most roles
at Bridge Housing. They support the delivery of a person’s accountabilities and KPI.

PLANNING AND ORGANISING

PROLEM SOLVING AND DECISION MAKING

COMMUNICATION




TECHNOLOGY

POLICY AND PROCEDURES

Professional Capabilities
Professional capabilities define the specific knowledge, skills, abilities that are specialist or specific in nature. They are
not relevant to all roles at Bridge Housing, however have been identified as critical to delivering Bride Housing’s

objectives now and in the future.

FINANCIAL MANAGEMENT

PROJECT MANAGEMENT




PURCHASING AND SUPPLIER MANAGEMENT




