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Description automatically generated]JOB DESCRIPTION

	
POST:	Receptionist

REPORTS TO:	Head of Operations

CONTRACT:	Part-time 30 hours per week

HOURS:	Mon & Tue 9am – 5pm, Wed & Thu 11.30am – 7.30pm

PACKAGE:	£26,228 pro-rata 
3% contribution to NEST pension scheme (employee contribution of 5%) 24 days annual leave, plus 10 public holidays pro rata

LOCATION:	The Health Agency, Wester Hailes Healthy Living Centre

ABOUT THE HEALTH AGENCY
The Health Agency is a charity based in Wester Hailes dedicated to supporting over 2,000 people in South-West Edinburgh each year to live longer, healthier, more fulfilling lives.  As a community-led organisation, our services aim to tackle health inequalities and improve the health and wellbeing of people experiencing social isolation, cancer, long-term conditions, food insecurity and mental and emotional health challenges. We strive to enable local people to take action that makes a positive impact on their own and their community’s physical, mental and emotional wellbeing.

PURPOSE OF THE ROLE
As Receptionist at The Health Agency, you play a key role in creating a welcoming and supportive environment for clients and visitors. You are often the first point of contact for people accessing our services and play a vital role in providing information, advice and signposting to services, helping people receive the right support at the right time. Your organisational and administrative support is essential to the smooth running of our services, enhancing the client experience and making a meaningful impact on the health and wellbeing of those we support.

DUTIES

1. Serve as the first point of contact at The Health Agency, providing a warm and professional welcome to all clients and visitors.  Ensure they are promptly signed in, informed and directed to the appropriate person or location.

2. Manage all enquiries by telephone, mail, email and through the website in a timely and professional manner, ensuring queries and messages are dealt with efficiently and directed to the relevant team member where required.

3. Administer and process referrals for all our services, including scheduling and confirming appointments, handling cancellations and co-ordinating waiting lists in collaboration with service teams.  

4. Ensure accurate and up to date client information is recorded in the Salesforce CRM database - updating records, maintaining service notes, recording statistics and supporting reporting requirements.

5. Provide organisational and administration support to staff, sessional workers and volunteers across the organisation.

6. Maintain the calendar for room bookings and process room requests for internal and external stakeholders. 

7. Maintain a clean, organised and welcoming reception area, waiting room and public spaces.  Prepare, set-up and reset rooms for counselling sessions, therapies, groups activities, events and meetings, ensuring all requirements are met.  Provide hospitality support to visitors of The Health Agency to enhance their experience.

8. Always maintain strict confidentiality, ensuring the privacy and trust of clients, staff and all sensitive information is protected in line with GDPR guidelines. 

SKILLS, KNOWLEDGE AND ATTRIBUTES

ESSENTIAL
· Previous reception experience or experience working in a customer facing role.
· Ability to communicate effectively in person, by phone and email.
· Ability to build rapport quickly to ensure others feel at ease in interactions.
· Administrative experience and knowledge of Microsoft Office packages and CRM databases.
· Experience working as part of a team, forming positive working relationships with others.
· Aptitude to self-organise, prioritise and meet deadlines.
· Capable of working under pressure while paying attention to accuracy and detail.
· Commitment to delivering excellent customer/client experience

DESIREABLE
· Enthusiastic with a positive attitude
· Empathetic to the aims and values of The Health Agency
· Experience of working in the voluntary sector
· Solutions focused and creative problem-solving abilities

[bookmark: _Hlk51744047]ADDITIONAL NOTES
· The duties of the post may occasionally require some additional evening or weekend working. The post is subject to a 4-month probationary period. 
· PVG Scheme Membership, a Right to Work in the UK check and proof of qualifications declared on the application are required.
· This job description remains subject to review by the Charity at any time and does not form part of the potholders’ contract of employment, unless explicitly stated.


Reviewed: June 2026



The Health Agency is a registered Scottish charity, No. SC027773.
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