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Receptionist / Admin Assistant (weekends)


Sydney Region - The Marion





 �- Leichhardt - State of the Art Nursing Home�- Saturday & Sunday - Perm Part Time� 


State-of-the-art ‘ageing in place’ residential aged care facility located in Leichhardt is looking for a dedicated and proactive Receptionist/Administrator that thoroughly enjoys a busy administrative role whilst meeting and greeting residents and families and performing general front desk operations every weekend. You will be the ‘go to’ person in this high profile role.


Your duties will include; 


Provide professional reception service including greeting visitors, answering and redirecting calls, liaising with contractors & healthcare providers  


Provide quality customer service to current and prospective residents/clients and their families as appropriate 


Filing documents 


Maintain accurate records with copying, filing, and collating of information  


Types up minutes from meetings through the week ready for sign off & distribution 


Maintain photocopiers, faxes, and other office equipment and organises maintenance when required 


Selection Criteria:


 


1.       Previous administration experience including intermediate to advanced MS Office.


2.       Previous reception experience (preferably in the aged care sector or similar field) such as; answering a busy                 phone system.


3.       Previous cash handling experience


4.       Exceptional communication skills both written and verbal


 


 


Please email your resume with a covering letter detailing the appropriate experience to Cheryl McCormack, Director at:


 


cheryl@mccormackemployment.com.au
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