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The Forward Trust Job Description 
 
	Position Title 
	Administrator/Receptionist
	Reports to 
	Team Leader 

	Location: Medway
	
	


 
Introducing Forward Trust 
 
We are The Forward Trust (formerly Rapt and Blue Sky), the social enterprise with charitable status that empowers people to break the often interlinked cycles of crime and addiction to move forward with their lives. For more than 25 years we have been working with people to build positive and productive lives, whatever their past. We believe that anyone is capable of lasting change. Our services have supported thousands of people to make positive changes and build productive lives with a job, family, friends and a sense of community. 
 
Role/Team Overview 
 
The Administrator is responsible for providing a comprehensive business administration service to support the Drug & Alcohol Treatment Service in Medway. The service is designed to deliver clinical and psychosocial interventions, group work, holistic therapies and additional interventions for adults seeking support for substance misuse issues in Medway. 

The main responsibility in this role is to deliver administrative support for the service, front of house in a client facing role. Key tasks will include:

· Creating a welcoming and hospitable environment in the reception and waiting area
· Supporting the management of clinic attendance and booking of appointments
· Dealing with queries from service users, the public and professionals, both face to face and via telephone/email. 
· Maintaining an excellent level of communication to ensure information is delivered to the right person/department
· Supporting the service with collating high quality service user feedback 

You will also support the wider administrative team with data input and administration,
clinical administration, maintaining and developing communications with local partnerships. 

Flexibility will be required in this role, this may include some evening/weekend shift with reasonable notice to deliver services, enabling continuity of care for the client group.   
 
Accountabilities 
 
	 

 
Role Criteria  
Below is a list of the criteria required to apply for this role; please address each of these points in your application.  
 
	Criteria Requirement 

	E 
	Essential Criteria 

	D 
	Desirable Criteria 

	Criteria Measure 

	A 
	Application 

	 I 
	Interview 

	T 
	Test 


 
	Knowledge, Skills and Experience  
	
	

	Demonstratable experience in Microsoft packages and case
management systems.

	D 
	A/I 

	Experience of providing administrative support or in a
receptionist role within a large team, demonstrating ability to
work in a pressured environment.

	D 
	A/I 

	Experience and Strong knowledge/understanding or GDPR
governance and confidentiality. 
	
	

	Strong experience working with data surrounding drug and
alcohol treatment – knowledge of NDTMS or other related
experience.

	D 
	A/I 

	Experience of accurately collating statistical information, with an
attention to detail and report writing.
. 
	D 
	A/I 

	Experience of developing, implementing or maintaining large
databases and managing administrative tasks associated with
them.

	D 
	A/I 

	Excellent written and verbal communication skills, with the
ability to deal with people of all levels and to work on own
initiative in preparing correspondence.

	D 
	A/I 

	Willingness to develop an understanding of the aims of Forward
and support the organisations ethos

	D 
	A/I 

	Demonstratable experience of ability to resolve issues, de-escalate situations and find positive solutions and outcomes for clients and the service. 
	D 
	A/I 

	Knowledge of Community support Services 
	D 
	A/I 

	Knowledge of NHS health and wellbeing outcomes. 


	D 
	A/I 

	Personal Attributes 
	 
	 

	Proactivity – Quick thinking with a high level use of initiative 
	E 
	A/I 

	Resilience – Solves problems, takes learning on board from mistakes to aid personal and professional growth 
	E 
	A/I 

	Adaptability – Can work in fast-paced changing environments  
	E 
	A/I 

	Confidence – Has confidence in own abilities, awareness of the working environment and able to communicate clearly and concisely 
	E 
	A/I 

	Compassionate and Kind – Is able to communicate with service users and family members with compassion and kindness, utilising a trauma informed approach
	
	

	Assertiveness – Has ability to confidently and assertively resolve and de-escalate situations
	
	

	Team Work – Works in harmony with colleagues to deliver results  
	E 
	A/I 

	Open to Feedback - Open to constructive feedback in order to further develop 
	E 
	A/I 

	Innovative –  Continually searching for better ways of working  
	E 
	A/I 

	Qualification 
	 
	 

	Holds or studying towards business studies or administrative qualifications
	D 
	A/I 
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