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Volunteer Role Description 
 
Role: Receptionist 
Location: Thames Hospice, Bray Lake 
Hours: 9am-1pm/1pm-5pm/5pm-9pm (Monday to Sunday) 
Length of commitment: Ongoing 
Volunteer Manager: Sam McCay, Head of Facilities 
 
Purpose of role 
To support the Thames Hospice Facilities team in providing a professional, friendly and appropriate 
welcome to all patients, visitors and employees at the Hospice. 
 
Main tasks 

 Answer telephone, screen and direct calls, take messages and pass on if necessary 

 Provide information to callers 

 Greet people entering the Hospice and direct/escort visitors as required 

 Liaise with the staff member or volunteer on the IPU or Therapies reception desks as appropriate 

 Remain present at the front desk as required to ensure desk is manned at all times 

 To assist with receiving of items e.g. donations, receiving of parcels etc. 

 To complete transactions using a till system 
 
Training and Support 
Induction 

 Minimum of 4 shadow shifts with an experienced volunteer or a Reception Manager 

 End of trial period review meeting with Head of Facilities 
 
In addition the following training and support will be given: 

 Biennial Health and Safety e-learning training (mandatory) 

 Annual Information Governance training (mandatory) 

 Communication Skills training (optional) 

 Regular Volunteer meetings 
 
Special conditions 

 Over 18 

 For this role we require a satisfactory Disclosure and Barring Service check before starting and on a 
rolling 3 yearly basis 

 The role is also subject to satisfactory references and a trial period 
 
Knowledge, skills and abilities required 

 Well organised 

 Good communication skills, friendly and polite 

 Customer service orientation 

 Discreet, ability to protect confidentiality 

 Enthusiastic, committed and able to use initiative 

 Ability to cope with people in emotional distress 
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 Ability to work within a team 
 
Thames Hospice Values 
Compassion, Ambition, Respect, Excellence 
 
Thames Hospice is committed to being an equal opportunities organisation; to promoting equal 
opportunities and preventing discrimination. Thames Hospice is also committed to safeguarding and 
promoting the welfare of all service users, volunteers and staff and expects all volunteers and staff to share 
this commitment. 


