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Dear Applicant,

 

Thank you for your interest in the position of Receptionist/Finance Assistant.

 

We are looking for an experienced receptionist with key administration, organisational and

communication skills to work alongside our Centre Administrator and enjoy meeting and

greeting clients, handling bookings, enquiries and invoicing. 

 

You will be joining our team at a fantastic time having recently launched our new business

strategy, which has seen us introduce new services and partnerships with more exciting

developments on the horizon for 2021. 

 

The charity was set up in 1963 and has been supporting families living with disabled

children ever since. We offer expert-led rehabilitation services for children and young

people with movement disorders due to conditions such as cerebral palsy, acquired brain

injury or global development delay. 

  

For further charity insight, I encourage you to also visit our website cpotential.org.uk and

browse our social media pages.

 

To apply, please email info@cplondon.org.uk with your CV and a covering letter explaining

your suitability against the criteria outlined in this pack, and why you would like to work for

CPotential.

 

We look forward to hearing from you. 

 

Best wishes,

 

 

 

 

Brett Parker

CEO

 

WELCOME



Receptionist/Finance Assistant      

 

Centre Administrator and Finance Director

 

6 months fixed-term, with a view to extending

 

20 per week (Part-time)

 

£11 to £13 per hour, depending on skills and experience 

27 days pro rata, per annum 

 

CPotential, 143 Coppetts Road, London N10 

 

Subject to an Enhanced Disclosure & Barring Service (DBS)

check

 

Subject to satisfactory references

 

Applications will be accepted on a rolling basis and the

vacancy will close on selecting a suitable candidate

 

To be confirmed

 

Responsible for the reception function, including the arrival

and signposting of clients and visitors, managing telephone

calls to the switchboard and the timely and effective flow

of information and communication across the Centre. 

 Providing a warm, welcoming and professional

environment. Also assisting with the finance and

administrative function. 

JOB DESCRIPTION

Job title:   

 

Reports to:   

 

Contract:  

 

Hours:  

 

Salary:    

Annual leave:

Location:  

 

DBS:  

 

References:  

 

Closing date:  

Interview date:  

 

Job purpose: 

 



Meet and greet clients and visitors courteously and sensitively in accordance

with safeguarding and fire procedures and following government guidance for

Covid-19

Ensure relevant materials are on display in the Reception and waiting areas for

visitors

Notify practitioners of client arrivals for appointments, or cancellations, and

show clients through to the waiting area, and update the booking system as

necessary

Answer telephone calls to the main switchboard and work mobile, taking and

forwarding messages as appropriate and setting voicemail messages

accordingly

First point of contact for incoming enquiries via phone, email and website,

answering and assisting with enquiries and signposting clients as necessary

Ensure that new enquiries are logged onto relevant systems and notify relevant

staff for follow-up

Process requests for initial assessments, ensuring pre-assessment forms are

completed, systems updated and relevant staff notified for follow-up 

Assist with arranging blocks of intensive therapy throughout the year, liaising

with staff and families to offer and confirm appointments

Responsible for checking and forwarding emails to relevant staff from various

centralised mailboxes

Monitor and maintain all Centre supplies, such as stationery, cleaning

materials, PPE, refreshments. Ensure there are sufficient stocks and order as

requested.

 

Key tasks and responsibilities

Reception (60%)



Provide assistance and support to the Finance Director as required 

Posting purchase invoices into Xero accounting software

Bank accounts reconciliation

Raise invoices for appointments, applying current offers or discounts as

appropriate

Monitor and keep track of clients funding sources/bursary’s and apply to as

appropriate

Send account statements to clients or funders on a monthly basis or as

required

Assist with reconciling invoices for appointments within Cliniko 

Chase outstanding payments, ensuring that invoices are paid within a timely

manner

Process card payments at the Centre as required. 

Finance (30%)

General (10%)

Provide assistance and support to the CEO and Senior Leadership Team as

requested

Provide assistance and support to the Fundraising/Income Generation Team

as requested.

Open and process incoming post

Photocopy/scan any documents, incoming post or other materials as directed

Prepare outgoing mail and take the post to the post office, ensuring that the

franking machine has sufficient funds and ink

File and maintain records and archive materials as required. 



Experience of working within a reception and/or administrative role 

Experience or knowledge of financial administration, such as raising invoices,

with ability to carry out basic numerical calculations

Experience of organising a calendar of events, or managing a diary with

conflicting priorities

Excellent interpersonal and communication skills, with ability to liaise with

clients and visitors in a warm, friendly and approachable manner

Ability to understand and communicate information clearly to a wide variety

of audiences, verbally or in writing (emails or letters).

Excellent organisational skills, diary management and maintaining daily

conflicting priorities

Proficient IT skills, such as use of MS Office (Outlook, Word and basic Excel)

Excellent attention to detail and the ability to adhere to specific deadlines 

Ability to build effective relationships with all stakeholders and visitors 

Ability to maintain a high level of confidentiality and adhere to general data

protection regulation guidelines (GDPR) at all times.

PERSON SPECIFICATION

Experience, knowledge, skills and abilities

Essential

Desirable

Experience of working for a charity, preferably within finance, administration

or fundraising

Experience of using Cliniko, Xero or Donorfy CRM systems.

General

This role requires an Enhanced Disclosure & Barring Service (DBS) check.



STAFF BENEFITS

As a CPotential member of staff, you are one of the charity’s most important

assets. We want you to love working for us and to develop personally and

professionally while you’re with us to give us your best.

It isn’t in anyone’s best interests if you have issues that are keeping you awake at

night. We subscribe to an Employee Assistance Programme, so that you can access

24 hour support for things at are bothering you, whether at work or home.

Holiday

It’s important to recharge your batteries, so we offer a generous holiday allowance,

in addition to Public Holidays.

Learning and development

We offer life-changing learning to the children and young people we work with

and we value your learning just as much. All staff can access in-house training and

we budget for external training too. 

We offer a range of benefits to support family life, including parental leave and

compassionate leave when needed.

Family support

We offer the NEST pension scheme, of which staff members are eligible to join at 3

months from start date of employment.

Pension scheme

Charlie HR Perks Scheme

Exclusive discounts and rewards at over 30,000 brands

Enjoy up to 55% off cinema tickets

Save up to 15% off at 80+ high street retailers

Earn “WOWPoints” as you shop, then spend them like cash

Share deals and discounts with up to 10 of your friends and family.

Employee Assistance Programme



cpotential.org.uk
 

143 Coppetts Road N10 1JP

Registered Charity No. 1124524

Come and

join the ride


