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RESIDENTIAL HOME





Job Description:

PA/Receptionist
RESPONSIBLE TO: 
Manager and Directors
Philosophy of Care:

To add life to years, not years to life through holistic care and:


Respect
Choice 
Dignity
Spiritual Awareness

 Diversity
Main Aims of the Job
· To ensure the smooth running of the Home through administration duties
· To take instruction from the Directors and the Manager regarding day-to-day administration work
Key Responsibilities

· To answer the telephone in a polite and courteous manner. Respond accordingly, and pass on messages promptly
· To answer the door appropriately.  

· Make visitors feel welcome.  Provide refreshments/assistance when required

· To take dictation/voice recorder and type up letters etc
· To sort out the post in the mornings and distribute it accordingly

· To post letters and send faxes when directed

· To attend staff meetings/disciplinary meetings and type up minutes

· To monitor all stationary and inform the appropriate person when stock is required

· To place orders such as stationary and staff uniforms when requested

· To ensure all new staff have their CRB done as soon as possible and monitor their progress on the website.  To inform the Manager when their POVA and CRB has been completed in order for new staff to commence duty

· To assist with printing up new forms for the home when required

· To attend to any administration work as and when the need arises

· To keep the residents database up-to-date

· To take recent photographs of residents to place on database and place in the MAR sheets

· To take recent photographs of new staff to keep in their folders and to be used on the website

· To monitor the printing and distribution of the Home’s news letter

· To ensure care keyworkers/night cleaning and domestic staff have their work folders kept up-to-date

· To monitor and respond to all Off Duty records and enter into the computer as required
· To assist with collecting the necessary paperwork for staff wages

· To travel to Elmwood to complete payroll and provide Elmwood with information about staff hours worked for payroll
· To archive all residents notes when necessary

· To organise daily papers for residents

General

· To attend and participate in staff meetings and attend all mandatory training when required

· To attend supervision and appraisals ensuring that you have prepared for these when required

· To attend any other training when a need has been identified 

· To communicate effectively with other staff, relatives and visitors including professional agencies 
· To report any faults/defects in the Home to the appropriate person or the nurse in charge

· To be fully aware of the fire policy and the awareness of food hygiene regulations

· To ensure you are familiar with all current policies and procedures and understand your duty to comply and implement them when necessary

· To ensure you adhere to the Home’s dress policy
· To be aware of the residents’ confidentiality at all times especially regarding the use of the walkie talkies

· Ensure that you do not use a mobile telephone while on duty

· To ensure that all information of a confidential nature gained in the course of duty is not divulged to third parties

· Understand your duty to whistleblow if you witness bad practice or harm to a resident within the Home

· To wear an identification badge at all times

· To ensure the reception area is clean and tidy at all times

· To promote and ensure the good reputation of the Home at all times

Health and Safety

· To ensure that you work in a safe environment in accordance with the Health and Safety at Work Act

· To assist in the maintenance of a Safe and Healthy Working environment by understanding and ensuring adherence to the Homes’ Health and Safety Policy and Procedures including Fire

· To practice and promote safe working practices within the Home

· To take responsibility for your own health and safety and that of others who may be affected by your acts or omissions

· To report immediately to the Nurse in charge, any illness of an infectious nature or accident incurred by a resident, colleague, self or another

· To report to the Manager, Maintenance man or Nurse in charge of any faults, damaged furniture, faulty appliances, equipment or any potential hazard

· To clean up any spillages that you have made or have made.  Request assistance from the Housekeeper if required
· The Home has adopted a NO SMOKING policy which applies to all posts within the Home. Smoking may be carried out in a designated area which can be found one the ground floor beside the back steps.  The outside door is to be kept closed at all times to prevent the smell of smoke coming back into the Home

This job description is intended to give the post holder an appreciation of the role envisaged and the range of duties required.   However, it is not definitive and may be subject to periodic view.

Qualifications, Training and Experience

· Previous experience is essential

· To have experience with computers/faxes

· To have a genuine interest for older people

· To be willing to participate in National Vocational Training Programmes if required

· To have excellent communication skills

· To have the ability to work effectively within a team environment

· Car driver essential
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