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Job Description 
Hospice Administrator 

 
Accountable to: Business Development Officer 
 
Hours:  22.5 hours per week (flexible working patterns will be considered)  
 
Salary:   £20,330 - £21,777 FTE 
 
Purpose of the Role:  

   To welcome and direct service users, staff, volunteers and community members  
in a helpful and professional manner while maintaining confidentiality at all 
times. 

   To undertake administrative duties to a high level and support the activities of 
the volunteer department. 
 

Role & Responsibilities:  
 
Reception  

 Professionally greet all visitors to the hospice and provide a visitor badge if 
  necessary. 

 Take phone calls effectively and direct relevant calls to the appropriate staff 
 Take donations from people in a helpful, friendly and understanding manner 
 Deal with queries kindly and confidentially and ensure relevant messages are  

  passed to the appropriate team member on a timely basis 
 Utilise SystmONE, Microsoft packages and other computer software to assist     
        patient care, undertake tasks and provide information 
 Perform administration duties including; ordering stationery supplies and  

  equipment (including stock monitoring and storage), distribute the incoming  
  mail, franking and posting of outgoing mail, generate posters for information 

 Prepare staff location sheets and contact lists 
 Receive and dispatch deliveries 
 Supervise and support volunteer receptionists as required 
 Take payment using the hospice card machine and restock shelves of products  

  for sale 
 Contribute to the planning, preparation and delivery of key events held at or  

  on behalf of the hospice. 
 

Volunteer department Services  
  Support the activities and initiatives undertaken by the volunteer department   

 and, where practical and appropriate, cover for other members of the team in  
 their absence 

  Assist with the recruitment of volunteers 
  Utilise and maintain a comprehensive and accurate database for volunteers 
  Assist with growing the volunteer services 
  Undertake and process DBS checks 
  Other duties as assigned. 
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General  

  Support other departments as required 
  Maintain confidentiality at all times 
  Wear identification badge and appropriate clothing whilst on duty 
  Participate in training as required 
  Comply with all relevant policies and procedures 
  Represent Blythe House Hospicecare & Helen’s Trust with a positive attitude  
       and professional appearance. 
 

Child Protection and Vulnerable People: 
  

  It is the responsibility of all staff to: 
 

 Safeguard children and/or vulnerable adults; to access training to ensure they know what 
constitutes abuse, and what support is available to them, at a level appropriate to their role 
and responsibilities; 

 To report any concerns, without delay, to the identified person within their 
department/division or area of responsibility as per the relevant policies, keeping clear 
records, and following up as required to ensure necessary actions have been taken. 

 
Equality and Diversity: 
 
All employees have a positive duty to comply with our Equality and Diversity Policy and to 
ensure that their colleagues are treated with respect and dignity. It is important to both 
communicate and promote the equal opportunities policy as part of a collective effort on a 
regular and ongoing basis. 

 
This job description describes the main duties of the post holder and is not exhaustive. It  
will be reviewed with the post holder as part of the regular performance review and staff 
development procedure. This job description does not form part of the Contract of 
Employment. 
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                               Person Specification 
                             Hospice Administrator 
 

Criteria Essential Desirable 

Education/ 
Qualifications 
 

 Evidence of broad secondary 
education with examination success 
in literacy and numeracy 

   Higher education qualifications 

Experience 
 

 

  Office administration 
 

  IT, specifically Microsoft Office 
 
  Working under pressure and to   
      deadlines 

   Experience of working in a   
  confidential environment 
 

   Experience in marketing, 
      reception work, working with      
      volunteers 

Skills/Ability/ 
Knowledge 
 
 
 
 
 
 
 
 

  Excellent verbal and written  
 communication skills 
 

  Accuracy and attention to detail 
 

  Good telephone manner 
 

  Excellent interpersonal skills 
 

  Computer literacy and typing skills 
 

  Ability to manage workload and  
     prioritise effectively 

 
  Ability to work under pressure and   

 remain calm in stressful situations 
 

  Ability to work effectively as part of a  
 team and with other colleagues 

 
  A commitment to confidentiality,   

 honesty, openness, and inclusiveness 

   Ability to work considerately  
  and effectively with volunteers 
 

   Ability to deal effectively with  
  patients, donors and visitors  

     with respect, tact and sensitivity 
 

Other  Ability to assist with the moving and   
 handling of office stationery and  

     equipment 
 

  Ability to work flexibly as required  
     and according to the needs of the    
     organisation 

   Car owner/ driver / supported  
     driver 

 

 


