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Fauldhouse & Breich Valley Community Development Trust

Receptionist Job Description
Job Title
Part time Receptionist
Working Hours:
Monday – Thursday, 9am – 3pm (6 hours per day)
Hourly Rate - £13.45 per hour
Job Summary
We are seeking a professional, friendly Receptionist to manage our front desk and provide comprehensive administrative support. The ideal candidate will be the first point of contact for our company, ensuring a welcoming environment for visitors, clients, and staff while assisting with the daily operations of our office. 


Key Responsibilities

· Visitor Management 
Greet and welcome guests immediately upon arrival in a polite, professional manner; announce visitors and direct them to the appropriate person or office.

· Phone System Management 
Answer, and forward incoming phone calls.

· Front Desk Organisation 
Keep the reception area, lobby, and common areas tidy and presentable, ensuring all necessary stationery and materials are available. 

· Correspondence 
Receive, sort, and distribute daily mail, deliveries, and courier packages. 

· Meeting Coordination
Book meeting rooms, coordinate calendars, and ensure meeting spaces are prepared for use. 

· Administrative Support
Assist with clerical tasks such as photocopying, scanning, filing & data entry

· Office Supplies
Monitor inventory and order office/kitchen supplies.

· Security
Maintain office security by following safety procedures and controlling access via the reception desk.

· Health & Safety
Safety checks in building which involve routine inspections of fire safety systems, electrical installations, structural integrity, emergency exits, and workplace conditions to ensure compliance with legal standards and the safety of all occupants.” (Full training provided)

· Room Rental
Responsible for setting up and maintaining a welcoming refreshment area for group meetings, including preparing tea and coffee, arranging biscuits and other light refreshments, and ensuring the space remains clean, well-stocked, and presentable throughout the event.

Required Skills and Qualifications

· Experience
Proven experience as a receptionist, front office representative, or in a similar customer-facing role.

· Tech Proficiency
Proficiency in Microsoft Office Suite (Word, Excel, Outlook)

· Communication
Excellent verbal and written communication skills.

· Organisation
Strong organizational and multi-tasking abilities, with the ability to prioritize tasks.

· Demeanour
Professional attitude and appearance, with a "can-do" attitude.


Essential Skills Summary

1. Customer Service
Polished telephone manners and welcoming face-to-face service.

2. Multitasking
Managing phones, guests, and admin work simultaneously.

3. Organisation
Keeping schedules, mail, and supplies in order.

4. Tech-Savvy
Comfort with phone systems, booking software, and MS Office
.
5. Calm Under Pressure
Ability to handle difficult clients or emergency situations efficiently. 

The Trust will provide training and support as part of your role. Training needs will be identified as part of the induction process, via regular support and supervision meetings with your manager. F&BV CDT is a strong believer in continuous personal and professional development; the successful candidates will also be encouraged to identify additional training relevant to their post.
How to Apply
Interested candidates should submit their applications to,
Karen Jamieson
The Hub, 10 Main Street, Fauldhouse, EH47 9HX

Or email info@fauldhouse.org.uk 

Completed applications should be submitted no later than, 3pm on Friday 5 June 2026

image1.jpeg
i

GRS Developmenl Centre




