[image: ][image: A logo with a heart and icebergs

Description automatically generated]


The Focus Centre
Welcome Lounge Assistant
Job Profile
To provide an efficient and empathetic customer service to the users of the Focus Wellbeing Centre. Reporting to the CEO
	Job Description
	Key skills
	Competencies

	To provide an information point, and signposting service, for people seeking wellbeing activities and services to meet their needs.

	Able to relate positively and with empathy towards people from diverse backgrounds, with a range of needs, seeking help. 

	Good communication skills. A good listener. Good IT skills 

	To maintain daily records of enquiries made and referrals/signposting provided. Encourage feedback on the services provide with feedback forms and a visitors book.

	Well organised and friendly approach to helping people to understand the quality of the advice that they are receiving.
	Friendly, patient and persuasive. 

	To deal with general queries from users of the Focus Centre by phone or in person.

	Good knowledge of IT packages including Word, Excel, Publisher etc. Knowledge of using other office equipment including photocopier, laminator, laptop etc.

	Good attention to detail. Good time management, well organised and able to prioritise workload

	Help maintain the tidiness and cleanliness of the Focus Wellbeing Centre at all times, including but not limited to, the Welcome Lounge, meeting rooms and all related equipment.

	Ability to work as part of a team and on your own in an environment of “if you see it you own it”.
	Organised, efficient and willing to please.

	To maintain and work within Health and Safety and safeguarding procedures and in compliance with policies and procedures.
	Vigilance in ensuring that H&S, and safeguarding procedures are observed at all times.
	Self-motivated and observant. Able to work to deadlines

	Assist with the management of room bookings when required, including moving tables and chairs to set up or clear rooms
	Good communication skills, attention to detail
Fit enough and willing to undertake the physical activities outlined
	Flexible approach

	Maintain confidentiality in and outside the workplace with particular regard to data on The Centre’s computer systems.
	Understanding of the potential impact on reputation of confidential information being leaked.

	Discretion

	Help promote the Welcome Lounge and Focus Centre to our community 
	Good communication skills, IT skills and pro-active approach 
	Creative and energetic

	Liaise with Community Connectors. Learn from Connectors about enquiries that they have received and the numbers of people that they have signposted to the Welcome Lounge.
	Good communication skills and having empathy and understanding of roles of others to make them feel valued.
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