
 

 

 

 

 

About Hunts Forum 

Hunts Forum is an independent registered charity, set up by local organisations in the 1970's, 

to provide a central source of expert help and advice for local groups.  Our purpose is to 

support charitable organisations by providing them with the tools they need to set up and 

grow.  We provide training, one-to-one support and advice to help community and voluntary 

groups develop and grow in Huntingdonshire and Fenland. We are also a part of Support 

Cambridgeshire, a county-wide partnership with Cambridge CVS and Cambs ACRE to provide 

services across Cambridgeshire.  

Hunts Forum manage the Maple Centre, which is a local voluntary sector hub, and our 

reception welcomes everyone arriving into the building.   

Services are classified under three broad headings. 

 

Representation 

We act as a voice for voluntary groups in our area, contributing to all the major committees 

and partnerships that meet to determine public policy and action in Huntingdonshire, Fenland 

and the County.  

 

Networks 

We bring groups together, to provide the communication support for themed and 

geographical networks. We provide regular bulletins and access to consultations. 

 

Organisation Development 

We provide training and one-to-one development sessions to enable community and 

voluntary groups become stronger and more sustainable.  
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Staff structure 

 

 

 

 

 

 

 

 
 

 

 

As we are starting to reconfigure the team, the Centre Manager role will be phased out and 

replaced with a role that has less hours and recognises the way that we will be working in the 

future. 

Hunts Forum will be moving to a more flexible style of working, with some staff being able to 

work either at the office, in a flexible home/office combination or from home. There will be 

an expectation for regular attendance at the office for team meetings etc. 

About this role 

Hunts Forum has a small staff team, and this role will include working closely with other team 

members to deliver Hunts Forum’s core services. The post holder will be expected to work 

independently at times to deliver the services expected from them. 

We are assessing how we deliver services in response to the COVID pandemic, and will be 

looking to continue with some of the digital delivery we have been doing since March 2020.  

We do not want to lose the face-to-face support that we have been accustomed to so all staff 

will be expected to work in the best way to ensure an efficient and flexible service that meets 

the needs of those we work with. 

The post holder will be expected to contribute to changes in the working pattern and will be 

expected to exhibit a flexible approach as we move forward once the pandemic is behind us. 

We are looking for someone who will thrive in a changing environment and will be willing to 

help others in order to ensure we are delivering a responsive service. 
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Job Details 

Job title:  Receptionist  

Contract:  Part time 

Hours of Work: 25 hours per week (8:30/9:00 – 1:30/2:00) 

Salary:   £18,000 (pro rata) 

Responsible to: CEO 

Location:  The Maple Centre, Huntingdon 

Job Purpose 

 

To provide a friendly and welcoming service to all clients and visitors coming to the Maple 

Centre.   

 

To take day-to-day responsibility for the reception area; keeping it tidy and well stocked 

with service leaflets, timetables, fliers etc. Responsibility for the in and out-going post, 

answering of incoming calls and relaying messages, and carrying out necessary 

administrative tasks. Ensure meeting rooms are ready for use and all public areas are tidy.  

 

Responsibility for Health & Safety within the Maple Centre, ensuring that procedures are 

followed and that any necessary improvements/repairs are reported and undertaken as 

required.   

 

Overall, being a helpful, friendly, and professional first point of contact for everybody who 

comes through the door at the Maple Centre.  

 

Responsibilities 
------------------------------------------------------------------------------------------------------------------------------------------------------------------- 

Reports to the CEO; liaises with staff, tenants, service users, visitors to the Maple Centre, 

contractors, and any other building users. Works with volunteers, advisors, caretaking staff 

and the wider Hunts Forum team.  

Duties and Responsibilities 

 

Reception   

• Keeping reception tidy and set up, ready to open doors to the public at 9am.  

 



• Welcoming service users and visitors as they arrive, ensuring that they sign in and 

out when entering/ leaving the building, and that all relevant safety measures are 

being adhered to.   

• Provide a client centred approach in your liaison with service users, offering basic 

signposting for clients requiring support.  

• Answering the reception phone, taking detailed messages and passing them as 

needed to staff/tenants in a timely manner.  

• Clearing reception voicemail messages at the beginning and end of each working 

day; and at regular intervals during the day to ensure all messages are picked up and 

managed in a timely manner.   

• Ensuring that all fliers, timetables, service leaflets, poster displays etc. are available, 

up to date and tidy.  

 

Maple Centre/Tenants 

• To maintain the bookings system for the Maple Centre updating online diary; provide 

monthly booking figures for invoicing. 

• Set up rooms including refreshments if required and clear away after use. 

• To ensure a smooth changeover between hirers at the Centre and to act as a point of 
contact for tenants. Managing their needs in connection with the Centre. 

• Deal with site visits for all maintenance contracts. 

• To be the main point of contact with all tenants dealing with queries. 

• To be a qualified first aider, trained fire marshal and food hygiene certificated– or be 

willing to train. 

• Responsibility for Health & Safety not only for Hunts Forum, but also within the 

Maple Centre.  Ensuring that procedures are followed and that any necessary 

improvements/repairs are reported and undertaken as required.   

 

General Admin 

• Providing general administrative support as and when needed, including help with 

compilation and distribution of Board papers, filing, and any other required tasks 

across the organisation.  

• Placing of stationery and office supply orders as needed to ensure that appropriate 

supplies are available for staff.  

• Provide cover for other administrative roles across the organisation as needed. 

• Attend staff meetings and being an active part of the wider team. 

 

 



Person Specification 

Essential criteria 

• You will be a friendly, efficient, and welcoming person, with an ability to manage the 

enquiries of service users and visitors to the building.  

• You will be committed to providing a warm, friendly welcome to any visitors to the Maple 

Centre in a calm, efficient and professional manner.  

• You will be a team player, being willing to support other staff across the organisation as 

needed.  

• You should be committed to self-improvement and respond positively to constructive 

feedback when given.  

• You must be very organised, good at multitasking, and have a good attention to detail, as 

well as being passionate about working with service users.  

 

In particular, you must have:  

• Previous experience (paid or voluntary) working in a customer-facing role.  

• Strong communication skills, both written and verbal. 

• Strong IT skills.  

• Ability to stay calm in a crisis/unexpected situation. 

• Strong administration and organisation skills.  

• Ability to work under pressure and manage challenging and sensitive situations in a 

professional and empathetic manner. 

• Ability to work without direct supervision, prioritize work and deal with competing or 

conflicting demands in an organized and methodical manner. 

• Experience of, or a willingness to learn about CRM  

 

Desirable Criteria 

• Experience working with Microsoft 365 programmes, including SharePoint. 

• Experience of working in a similar sector environment. 

 

Shared criteria.  

These attributes are common to all Hunts Forum posts and underpin the shared 

responsibilities of the team. 

• Committed to Hunts Forum’s mission, values, and operational approach 

• Highly collaborative with colleagues; able to work in a very small team without detailed 

supervision, to manage own workload, priorities, and performance  



• Digitally enthusiastic, IT literate and able to use social media and related communication 

tools and systems  

• Excellent IT skills and a willingness to develop these 

• Experience of using Microsoft Office tools 

• Adept at building and maintaining effective relationships with members and a varied 

range of external partners 

• Excellent communication skills including listening  

General terms 

The post holder will have to be aware of and act in accordance with Hunts Forum’s policies, 

including (but not limited to) those on  

• Equal opportunities and diversity 

• Health and safety 

• Confidentiality 

• Data protection 

Annual Leave 

28 days + bank holidays (pro rata) 

 


