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Receptionist and Administration Assistant 
As Reception and Administration Assistant you are the first point of contact for people coming in to the library or phoning the library.  Working along-side a team of volunteers you will be responsible for making people feel welcome and for ensuring people get a great first impression of the Library
Duties:

· Dealing with enquiries, both on the phone and in person, including providing information about the programme and issuing, renewing books

· Giving tours of the library to first time visitors 
· Meeting and greeting people visiting the library (offering cups of tea and coffee) 
· Taking messages and passing them on to the relevant person
· Ensuring publicity material displays are up to date, tidy and that there are plenty of materials.
· Assisting with promotion of library activities online. 

· Processing new member forms in Heritage and Library databases
· Assisting the Finance Worker with data entry 
· Dealing with outgoing mail

· Taking bookings for events
· Responding to enquiries relating to volunteering, internships and working with GWL

· Attending team and other meetings and assisting with their administration and minutes

· Assisting team with admin tasks 

· Helping out at events

· If required introduce volunteers to the reception tasks and duties
Skills and qualities required:

· Friendly welcoming manner, on the phone and in person
· Good communication skills
· IT skills 

· Confident working in Microsoft Office 

· Familiarity with using internet

· Data entry skills 
· Attention to detail
· Willingness to ask for help
· Willingness to learn new skills and try new things
· Enthusiasm for the work of GWL
· Subscribes to the values of the organisation 

· Has a commitment to working in the equalities sector

· Flexibility as some evening and weekend work might be required
This post is open to women only. (Exempt under the Equality Act 2010 Schedule 9, Part 1)

Any individuals wishing to apply for must first be referred by a Jobcentre Plus or Skills Development Scotland Advisor who will determine eligibility.
Ask your advisor next time you are visiting the job centre if you are eligible and they will take you through the application process. 
