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Are you looking for a role where you can truly change lives— including your own.
Kindness. Respect. Purpose. Inclusion. If these words resonate with you and you have the passion to work alongside people to ensure they are safe, respected, and empowered to make choices about their own lives, come join our team in supporting people with intellectual disabilities to live with independence, dignity, and joy — every single day. 
Role Details
Job Title: Front-of-House Receptionist/Administrator 
Reports to: Senior Executive Administrator
Roles Reporting: None
Location: Fully Onsite at WALK main office, Dublin
Working Hours: 15–20 hours across 5 days (preferably 10am–2pm)
Renumeration: Comparable to HSE Admin Grade IV 2023
Contract Type: Part time, Permanent
Annual leave: 25 days FTE (pro rata for part time position)
Job Purpose: 	
This role is central to ensuring a welcoming, professional, and respectful environment for all visitors, people supported, and staff. As the first point of contact at reception, the post holder will model high standards of customer service in line with WALK’s values and play an active role in supporting person-centred care. The ideal candidate will be organised, approachable, and committed to enhancing the experience of all who engage with WALK.

Key Responsibilities of the Job
Role-specific responsibilities: 
· Handle incoming calls, posts, queries, complaints, and communications effectively, escalating where necessary.
· Maintain a professional front-of-house area, including receptions, meetings and training rooms.
· Manage all meetings and training room bookings and ensure efficient utilisation of resources.
· Maintain regular communication with people we support, families, and home support workers, gathering feedback and promptly addressing any concerns.
· Ensure appropriate stock availability for all departments (PPE, stationery, kitchen supplies).
· Ensure ongoing compliance with regulatory standards, including active participation in audits and inspections.
· Collaborate with multiple teams to provide admin support for projects.
· Carry out any other duties or tasks as reasonably assigned by the Line Manager.

Other Specifications: 
· Maintain a safe, inclusive, and respectful environment.
· Commit to equality, diversity, and human rights.
· Uphold WALK’s Vision, Values, Ethos and Mission.

Personal and Professional Development: 
· Engage in ongoing training and development, committed to continuous improvement and performance development including reflective practice.
· Understand and follow all relevant policies and procedures.
· Participate in the growth of the organisation.
· Enhance administrative and organisational skills.
· Avail of flexible working arrangements.
In addition to the above-mentioned responsibilities, employees may be required to carry out such duties as may reasonably be required and determined by the line manager. 
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	Specific Requirement for Qualifications and Experience
	Essential
	Desirable

	Excellent computer skills (Word, Excel)
	x
	

	Previous experience in reception or admin role
	x
	

	Familiarity with booking systems and office management
	
	x

	Experience in customer service within health/social care
	
	x

	Specific Requirement for Skills and Competencies
	Essential
	Desirable

	Communication and Interpersonal Skills
	
	

	Build strong interpersonal relationships with colleagues and work effectively with staff teams
	x
	

	Positive attitude, outlook, and mindset when interacting with people supported and families 
	x
	

	Ability to create a welcoming, comfortable environment that encourages others to engage with you
	x
	

	Excellent interpersonal and communication skills
	x
	

	Personal Competencies
	
	

	Ability to manage multiple tasks and prioritize effectively
	x
	

	Strong organisational skills
	x
	

	Positive attitude and professional character
	x
	



Values-based Specification
	Area
	Specific Requirement

	Human Rights Based Approach
	· Treat all visitors, staff and people we support with dignity and respect.

	Socially Inclusive
	· Promote a welcoming environment for all individuals.

	Respectful of the Right to Self-Determination
	· Support person-centred interactions and respect choices.

	Accountability and Transparency
	· Maintain accurate records and clear communication.

	Oriented Towards Learning and Continuous Improvement
	· Open to feedback and committed to learning.

	Flexible, Resourceful and Creative
	· Adapt to changing priorities and respond creatively to challenges.



This job description indicates the main functions and responsibilities of the post and is subject to review and amendment in the light of changing circumstances and may include other duties and responsibilities, as may be determined from time to time.
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