THE HEARING CARE CENTRE LTD
JOB DESCRIPTION

Job Title: Reception/Administrator
Report to:   - Admin Team Lead & -  Business Operations & Marketing Manager
Main Purpose of Job:

The key aim of this role is, to work within the day to day running of a small team, in the provision of a full reception/administrative support service to the dispensers within the business. To provide a wholly welcoming and professional experience to patients and visitors of the business.

Key relationships in the job:

· Report to Admin Team Lead on a minimum 3 times a day basis
· Work as part of the administration/reception team

· Work closely with dispensers both when at HCC Ipswich and at external centres
· Work closely with Marketing & Finance teams within HCC

	Key Responsibilities and Duties
	Competence Levels (standards required)

	To ensure that delegated work is completed to required quality standards and timescales
	In accordance with practice guidelines and priorities



	To keep on top of outstanding issues to ensure quick turn around and efficiency, e.g. keeping on top of orders, payments due etc.
	In accordance with practice guidelines and priorities



	To consult with Admin Team Leader on a daily basis where necessary, to keep her/him up to date 
	To include (but not limited to) quality/quantity of work; current or potential problems; positive feedback and events; 

	Working as part of the team in providing a reception service by:

· Greeting and welcoming patients and visitors with the highest degree of customer service

· Dealing with enquiries both by telephone and in person and keeping a precise telephone log 
· Keeping the practice tidy and identifying where improvements can be made in customer service, cleanliness and security


	In accordance with practice guidelines and standards of reception/greeting protocol


	Working as part of the team to provide a full administrative service to the dispensers to include (but not limited to) the following:

· General typing to include: confidential reports, letters, emails

· Maintaining appointments diary for patients, across all clinics

· Liaising with dispensers where necessary

· Updating the company database in an accurate and timely manner (training will be given)

· Accurate and timely processing of new orders and repairs

· Processing post received

· Maintenance of warranty scheme when required

· Tracking of stock aids

· Ordering and monitoring of practice supplies e.g. stationery, leaflets, batteries, hearing aid accessories

	In accordance with practice guidelines and Data Protection Act 1998.
Ensuring work is accurate and timely and in line with customer service standards

	To attend staff meetings in order to stay up to date with company news and contribute towards moving the company towards its future goals


	

	To assist at/attend company functions and training days whenever possible, some of which occur out of normal business hours in order to promote the business and maintain customer service standards
	

	To work as part of a team and undertake tasks as reasonably required
	In accordance with company values
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