
Job Description

Post Title:

Reception Concierge  (permanent, Full time)
Department:

Service Support, Reception Office
Pay:


£7.20 (This post is subject to a pay review and increase in 
                                           accordance to Scottish Government implementation of the Scottish 
                                           Living wage in October 2016).
Responsible to:

Operations Manager/ Chief Executive Officer 

Conditions of service:
As laid down in the company contract


1. SCOPE OF SERVICE

Dundee Survival Group (DSG) is commitment to provide a quality service to its service users and will provide appropriate personnel to deliver Reception Concierge services at DSG.  The services provided are intended to be of value to DSG, Management Staff, Support Staff and Service Users. 

2. DEFINITION OF THE SERVICE 

The Company is committed to provide a quality service to its service users and will provide appropriate personnel, with 1 permanent Day Shift Reception Concierge and 1 permanent Night Shift Reception Concierge to make up a team of 7 Officers in total. You will be required to provide this service to DSG, Service Users who are vulnerable homeless people (who are accommodated within the premises) staff, and visitors at 100 Foundry Lane, Dundee, DD4 6AY. The Post provided by the Company is for the purpose of protecting the premises, all persons on the premises and the detection of offending behavior. 
3. Reception, Concierge and Security duties will include the following:

The post holder will provide reception, concierge and security services, monitor intruders, fire safety and provide a professional rapid response to emergency situations. The post holder will: 
· Maintain a good personal image

· Ensure service users and staff codes are entered in/out
· Deal with phone calls

· Deal with correspondence

· Attend to secure entry systems

· Make announcements on the intercom system
· Record and report repairs 

· Record stock taking
· Keep office and communal areas clean, neat and tidy

· Adhere to Health & Safety and hygiene controls

· Adhere to Company policy and procedures

· Attend staff meetings

· Attend staff training

· Attend staff supervision
4. Postal deliveries

Meet deadlines for signing and posting correspondence and outgoing mail. 

Record deliveries and secure signing from the receivers. 

Record goods delivered and secure signing from the receivers

Any questions regarding financial matters, such as invoices should be brought to the attention of the Chief Executive Officer or Senior Staff on Duty.

5. Visitors

Post holder will:
· Welcome visitors

· Find out what they want

· Ask people arriving for a meeting to sign the Visitor Schedule for the purpose of fire precautions

· Contact the personnel the visitor wants to see

· Make sure visitors know where to wait, or give directions where to go, and 
· Refer enquiries including business cards, to the appropriate person in the company

6. Information

Post holders are required to:
· Keep an up-to-date list of staff and telephone extensions

· Keep an up-to-date list of staff and service user entry codes

· Ensure knowledge of who does what in the organisation

· Oversee and supervise car parking policy
7. Security

The post holder is responsible for the security of DSG's premises including, but not limited to:
· Refusing entry to unauthorised people through intercom 
· Calling the appropriate authorities or doctors for help if necessary
· Keeping a look out for suspicious packages

· Keeping valuables and confidential papers out of sight

· Dealing with deliveries (post, promptly)

· Following company security arrangements on passes, identity tags; Telephone directories and telephone numbers of taxis, minicabs and car hire firms.
8. Repairs

In the case of emergency repairs being required the reception/concierge will arrange for the Glazier, Joiner or Plumber, etc. liaising with Senior Staff / Chief Executive Officer.

9. Alarm Monitoring

The Post holder will:
· Respond to and verify intruder alarm activation.

· Monitor personal attack alarms (where fitted).

· Respond to and verification of personal attack along with Police contact.

· Monitor smoke detectors (where fitted).

· Respond to and verification of smoke alarms along with the Fire Services.

· Monitor CCTV systems

10. Security advice
Liaise with senior representatives of the Company and provide advice on Crime Prevention issues; the Local Police and other bodies.
11. Patrols
The Reception, Concierge  will patrol the site on a regular basis each day and night a minimum of 3 times in addition to any alarm activation, which may occur. Each patrol will be recorded. Special attention will be given to any particular security problems on site. Record and incident reports will be produced and made available to Senior Staff and Management.

12. Logging and recording Systems
The post holder will operate a date logging system where all incidents are recorded. This information would be made available to Management on request.
The post holder must record key holder changes and Record the supply of information on key replacements

The post holder will act as a link officer between Chief Executive Officer and Hillcrest Housing Association for property matters.

OTHER DUTIES

The post holder may be required to perform duties other than those given in the job description /specification for the post.  Specific duties and responsibilities pertaining to the job may vary without changing the general character of the post or the level of responsibilities.  Variations can be a common occurrence and would not in themselves justify re-evaluation.

Conditions of service are as laid down in the Contract of Employment.  Further guidance on working practices is laid down in the policy and procedure documents.

TRAINING
The Company undertakes that its Reception, Concierge staff working at DSG will undergo a five-day Security Induction course and ongoing training, such as first aid, Health and Safety and conflict management.
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