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JOB DESCRIPTION


	Job Title:
	Receptionist

	Location:
	11, Holmview Terrace, Omagh, Co. Tyrone, BT79 OAH
Due to the nature of the role, this post will be based fully on the premises.

	Accountable to:
	General Manager (GM)

	Reports to:
	General Manager (GM)

	Working pattern:
	1 day per working week, 8.45am – 5.15pm
Occasional evening or weekend work may be required.

	Salary:
	Provisional starting point at £24,780.00 pro rata, salary currently under review. Based on a 37.5-hour week

	Pension:
	A workplace pension scheme is in operation in accordance with Government Auto Enrolment Regulation NI 2012. The scheme is provided by the Workers Pension Trust.

	Annual Leave:
	23 days per annum, increasing to 28 over five years plus 10 statutory holidays (pro rata for part-time hours)

	Contract:
	Permanent contract subject to successful completion of a six-month probation period and the ongoing availability of funding.
A reserve list may be held for a period of up to six months for the same or similar roles – if applicable, we will let you know via email.

	Summary:

	This is a part-time receptionist post for one day (7.5 hours) per week. The successful candidate will work as part of a job-share arrangement, collaborating closely with an existing receptionist and wider staff team to ensure continuity of reception and administrative services. The receptionist may, where possible, provide additional cover during periods of annual leave or sickness.




MAIN DUTIES AND RESPONSIBILITIES

The main duties associated with this post are listed below. These duties will be carried out under the direction of the General Manager in the context of agreed Terms and Conditions of Employment.
1. Principal Focus

1.1. Ensure that all visitors and clients are received in a welcoming, professional, and sensitive manner, and that all enquiries and correspondence which come through Reception are directed to the appropriate Centre personnel in a confidential timely manner.
1.2. Provide a very high standard of confidentiality and data protection, consistent with the sensitive nature of the services offered at this Centre.
1.3. Provide administrative support in relation to organisational records, monitoring information, financial administration, communications, room bookings and office systems, following established procedures.
2. Reception & General Administration 
2.1. Receive and assist clients, visitors, contractors and service providers attending the Centre, ensuring that the appropriate member of staff is notified of their arrival.
2.2. Undertake telephone and reception duties, including answering and directing calls, taking accurate messages and operating the electronically controlled rear door mechanism.
2.3. Maintain accurate records and databases associated with Reception, including records relating to bookings, service users, financial transactions and organisational activities.
2.4. Assist with routine financial administration including processing receipts, preparing lodgements, maintaining petty cash records, processing invoices and entering financial data into accounting systems, in accordance with organisational procedures.
2.5. Assist with the administration of workshops, events and programmes, including registration, participant records, feedback forms and attendance lists.
2.6. Maintain effective filing, record-keeping and archiving systems in accordance with organisational procedures and GDPR requirements.
2.7. Provide general administrative support to the staff team, as required.


3. Operational Administration
Maintain keyholder records and associated documentation.
Assist with maintaining fixed asset records and inventories.
Monitor office supplies and coordinate routine purchasing requests. 
Liaise with contractors and service providers regarding routine appointments, maintenance visits and service arrangements, as directed. 
Report maintenance, health and safety and IT issues to the General Manager and maintain associated records, where required.
4. Communication & Marketing 

Undertake administrative duties to support the implementation of the Centre's communication and marketing activities.
4.1. Assist with routine website updates, social media scheduling and promotional activities under the direction of the General Manager.
4.2. Maintain mailing lists and assist with Centre communications.
4.3. Assist with the collection and input of monitoring and evaluation information. 
4.4. Prepare routine reports and administrative information, as requested.
5. General 

Facilitate the use of the lending library and attend to occasional sales related to the bookshop. 
Undertake training relevant to the role, including administrative and financial systems, as required.
Attend to other administrative duties as are consistent with the role of the Receptionist as may be reasonably requested by Management.


Note: This Job Description may be amended in the light of changing circumstances and may include other duties and responsibilities which will be determined by the General Manager in consultation with the Postholder and the Board of Directors/Trustees


CANVASSING WILL AUTOMATICALLY DISQUALIFY
All applications for employment are considered strictly on the basis of merit.
The Tara Centre is an Equal Opportunities Employer
Post is part-funded by VSS and the People and Communities Fund:[image: A logo for a community fund

AI-generated content may be incorrect.][image: ]
	1
1
Tara Centre, 11 Holmview Terrace, Omagh, BT79 0AH
October 2026

image1.png




image2.png
{é COMMUNITY
FUND




image3.jpeg
VICTIMS &
%()‘ SURVIVORS
SERVICE




