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VOLUNTEER ROLE DESCRIPTION & PERSON SPECIFICATION  
 

Receptionist 
 
HOURS:   The reception needs to be covered Monday to Friday from 

9am until 5pm so we require a group of volunteers to share 
the role.  The minimum commitment expected is 1 day per 
week, but it would need to be the same day(s) each week.  
Preference will be given to those volunteers who can offer 
more than one day a week to make the post easy to 
manage. 

 
NUMBER OF POSTS: See above.  
 
SUPERVISOR:  Outreach & Liaison Manager 
 
START DATE:    Immediately 
  
LOCATION:    SHARE Community:  
    64 Altenburg Gardens, London, SW11 1JL 
 
SHARE Community provides vocational training and education to disabled people.  Our 
centre in Clapham Junction offers Basic & Life Skills training, ICT training and 
employment advice for adults with disabilities from across London.   
 
SHARE works in partnership with other organisations in order to provide holistic training 
schemes to meet a range of social and educational needs. The receptionist will ensure 
that students and visitors to SHARE are greeted with a friendly face who can also 
provide administration support to the Outreach & Liaison Manager/Learning and 
Guidance team when the reception is quiet. 
 
Job Description  

Main responsibilities 
 

1. To ensure that the reception is manned at all times, including liaising with 
staff/students to ensure that breaks are covered. 

 
2. Greeting students, visitors and staff in a friendly and helpful manner and 

ensuring that staff are aware that their visitor has arrived. 
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3. Ensuring that all students, visitors, staff and all those entering the building 
sign in and out. 

 
4. Ensuring that there are enough sign in sheets for students and staff as 

well as being responsible for updating these sheets when students/staff 
members join/leave. 

 
5. To answer the phone in a professional and helpful manner – this will 

involve establishing the purpose of the call and transferring the caller to 
the correct phone extension or taking a message as required. 

 
6. Ensuring that all messages are prioritised by urgency and given to the 

correct member of staff. 
 

7. Franking and dispatching the mail using the franking machine (training will 
be given). 

 
8. Making sure that the magazine rack at reception is stocked full of 

SHARE’s annual report, information leaflets, newsletters etc. 
 

9. To support the Outreach & Liaison Manager and other staff with 
administration tasks as required e.g. word processing documents, folding 
leaflets, stuffing envelopes, labelling files etc. 

 
10. To undertake any other tasks as may be reasonably required. 

 
 
Person Specification  

Desired Skills, Experience & Personal Traits 
 

1. This post needs committed people who are prepared to offer regular 
weekly support.  As described above, it is possible to be flexible with the 
hours e.g. working 3 mornings a week providing we can get a group of 
people who’s timetables fit together. 

 
2. Excellent interpersonal skills, and the ability to relate positively and in a 

non-discriminatory way to people at all levels, from a range of 
backgrounds and communities, with and without disabilities. 

 
3. A professional and friendly approach is very important as you will 

represent SHARE to students and visitors while being the first person that 
many encounter within the organisation. 

 
4. A professional and polite phone manner is vital as is the ability to learn a 

simple phone system.  You will need to learn things such as how to 
transfer and hold calls and pick up answer phone messages 
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5. Good IT skills and the ability to use the Microsoft Office suite to carry out a 

range of tasks would be useful although not essential.  This may include 
word processing, use of spreadsheets, use of e-mail and the internet, and 
at least one database package. 


