

Front of House Reception Volunteer Role Description
	Accountable to:
	Reception Team Leader

	Role Days/Hours:
	Ideally a minimum of 4 hours per week, to suit when you are available. Opportunities are available Monday to Friday between 8am-8pm.

	Role Location:
	Reception at Birmingham St Mary’s Hospice in Selly Park and/or Reception at John Taylor Hospice in Erdington



Why The Hospice Charity Partnership needs you

The Hospice Charity Partnership, formed of Birmingham St Mary’s Hospice and John Taylor Hospices provide expert palliative and end of life care for people and their families living with life-limiting illnesses.  

We are looking for Front of House Receptionist Volunteers at both locations to support the Front of House Reception Team.  

If you are a warm and friendly person, with good customer service skills, who loves speaking with people and helping them on the phone or in person, the Front of House Receptionist Volunteer role could be for you.  

Volunteers add an invaluable dimension to the work of The Hospice Charity Partnership, and we need you to help us achieve more.

How you can make a difference

[bookmark: _Hlk112073503]You will support the Front of House Reception Team by being the first interaction with patients and their families, visitors and callers and linking them in with people in the Hospice.

We are looking for volunteers who are able to deal with enquiries in a friendly and efficient manner.  You will need to listen and communicate well with people and be sensitive to the needs of our patients, visitors and those who contact us.
Your role is vitally important in providing a welcoming experience for people who walk through our door or contact our Hospice by phone, and to ensure we make every moment matter for our patients.
Skills and Experience Required:
· You should be friendly and kind.  
· You should have good communication and listening skills.  
· You should be reliable and flexible.
· You should be able to assist with maintaining an accurate directory of contacts for all departments/people.
· You should have basic experience of using core Microsoft packages.
· [bookmark: _Hlk112074494]You will need to have integrity and empathy for others and maintain confidentiality at all times in this role.

All necessary Mandatory training will be provided.

The boundaries of your role will be explained during your induction. You are not expected to undertake any additional tasks without your prior agreement

What can The Hospice Charity Partnership offer me as a volunteer?

· The opportunity ‘to give something back’ to your local community and join our band of hardworking, dedicated, volunteers.
· Meeting new people, making new friends and being part of The Hospice Charity Partnership team.
· The ability to be able to develop new skills and interests and put them into practice.
· The opportunity to put your existing set of skills into practice. 
· Gain experience to use for your CV
· Reimbursement of your travel expenses. 

If you interested in volunteering we will send you an application form to complete. We are obliged to ensure volunteers in this role are DBS checked prior to commencement.

Please note we cannot accept applications from anyone who does not have the right to work/volunteer in the United Kingdom.

We encourage and support vaccination uptake as this remains the best line of defence against COVID 19.

How can I find out more?

We'd love to hear from you, so please contact us via our details below:

Birmingham St Mary’s Hospice, 176 Raddlebarn Road, Selly Park,
Birmingham, B29 7DA
Tel: 0121 472 1191 Email: hcp.recruitment@nhs.net
Website: https://www.birminghamhospice.org.uk/

John Taylor Hospice, 76 Grange Road, Erdington, Birmingham, B24 0DF
Tel: 0121 728 6736 Email: hcp.recruitment@nhs.net
Website: www.johntaylorhospice.org.uk

This role description may be subject to alteration following appropriate consultation between the volunteer and Department Manager.

