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Receptionist (Part-time) 
Job pack - Core 				May 2026


Thanks for your interest in working at Dacorum Citizens Advice. This job pack should give you everything you need to know to apply for this role and what it means to work at Citizens Advice.  

In this pack you’ll find:
· Our values
· 3  things you should know about us
· Overview of Citizens Advice and Dacorum Citizens Advice
· The role profile and personal specification
· Terms and conditions
· What we give our staff
	Want to chat about this role?
If you want to chat about the role further, please contact Angela via email to recruitment@dcab.org.uk



	[image: ] National Citizens Advice Values
· We work as one service with many leaders
· We’re led by people’s needs
· We’re rooted in the community 
· We’re strengthened by volunteers
· We see the whole person
· We’re trusted experts
· We’re good partners
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	3 things you should know about us



1. We’re local and we’re national. We have 6 national offices and offer direct support to people in around 240 independent local Citizens Advice services across England and Wales.

2. We’re here for everyone. Our advice helps people solve problems and our advocacy helps fix problems in society. Whatever the problem, we won’t turn people away.
 
3. We’re listened to - and we make a difference. Our trusted brand and the quality of our research mean we make a real impact on behalf of the people who rely on us.







How Dacorum Citizens Advice works
Dacorum Citizens Advice is an independent charity supporting people who live and/or work in Dacorum. Our staff & volunteer team operate a telephone, webchat, email and face to face service in the Voluntary Sector of The Forum and also at our smaller location in the Civic Centre in Berkhamsted. 

Our Vision: A community where people have access to the advice they need in order to find their way forward, and the confidence to act upon it, whoever they are and whatever their problem.
 
Our Mission: To provide free, impartial, independent, high quality confidential advice which empowers people and is accessible to all in Dacorum. To work for positive change in local and national policies and practices which impact people’s lives
 
Our Values:
·        To value diversity
·        To promote equality & inclusion
·        To challenge discrimination
·        To promote respect and fairness for all
·        To collaborate positively and openly with other organisations and         individuals so as to achieve better understanding and outcomes 


We promote equality and challenge discrimination, and strive to be an Equal Opportunities employer. We encourage and welcome applications from people of all backgrounds. We are a Disability Confident Committed Employer and our offices at The Forum are fully accessible.

We will retain and use the information you provide only for this recruitment process. It is necessary that we hold this information to operate a fair and equitable procedure. We will keep this securely and destroy it after six months unless you have been appointed to a role in which case it will form part of your employment record.

[image: ] The role
At Dacorum Citizens Advice, we are excited to recruit a Receptionist to join our friendly team. The successful candidate will operate from our offices in Hemel Hempstead. This is an exciting opportunity to make a real difference managing our Reception in the voluntary sector by providing effective and efficient reception duties and administrative support to the Dacorum Citizens Advice team.
For many of the clients we support, navigating crisis life events can be overwhelming and stressful. You will welcome clients with a warm, approachable manner and act as the first point of call for the service.
You will need to be a strong communicator who is resourceful, adaptable, and able to work on your own initiative, while also being supported by the centre team.  
Main Duties
· The successful candidate will work closely with the duty door team and the Duty Advice Session Supervisor to ensure a good client journey. 
· Maintain confidentiality regarding clients and their contact with the service.
· The postholder will explain procedures and waiting times to clients
· Book clients in for their appointments and manage issues with appointments e.g. re-scheduling
· Process client information onto Casebook (computer system)
· Support clients in completing their client forms
· Ensure feedback forms are provided to the client, collected from the feedback boxes and entered onto Casebook.
· Scan client’s paperwork and upload to Casebook. 
· Contact clients ahead of appointments, reminding them of their appointments and provide the client with messages from the caseworkers for what information is needed.
· Maintain online and other electronic appointment diaries.
· Answer telephones promptly and in a friendly manner, transfer calls or take messages as required. 
· Process e-mail correspondence.
· Ensure that the waiting area and interview rooms are tidy and free of obstructions/obstacles whenever necessary.
· Maintain stocks of client registration forms/surveys and any other data collection materials by photocopying when necessary.
· Maintain stocks of stationery, leaflets & posters in the reception area.
· Update public information materials and information on display in reception.
· Ensure compliance with GDPR, Health & Safety, and Safeguarding training and other mandatory training on an annual basis 
· Ensure all work conforms to organisational systems and procedures
Other Duties and Responsibilities
Support volunteers and carry out any other tasks within the scope of the role to support the effective delivery and development of the service. Demonstrate commitment to the aims and policies of Citizens Advice. Adhere to health and safety guidelines and share responsibility for your own safety and that of your colleagues.
[image: ]Person specification

Essential Criteria

1. At least 6 months experience in a reception or administration role.

2. Friendliness, empathy and approachability - excellent interpersonal skills and a high level of emotional intelligence and awareness of potential needs of vulnerable clients.

3. Preserve confidentiality and manage client expectations, remaining polite, objective and non-judgemental.

4. Competent user of phone and IT systems 

5. Numerate and good communication skills in English

6. Ability to remain calm under pressure

7. Respect views, values and cultures that are different to your own and challenge discrimination

8. Ability and willingness to work as part of a team

9. A commitment to continuous professional development, including a willingness to develop knowledge and skills.

10.  Ability to commit to and work with the aims, principles and policies of the Citizens Advice service

Desirable - language skills, working with vulnerable people 

[image: ]  Terms and conditions
This is a Dacorum Citizens Advice paid staff Receptionist role, which is core funded.
30 hrs, across 4 days per week - Job Share considered
Salary : £24,786 (inc Outer London Weighting)  37.5 FTE -  pro rata for hours worked.


[image: ]  What we give our staff
In addition to NEST pension contributions (minimum income threshold applies), our team at Dacorum Citizens Advice benefit from membership of an employee assistance programme (EAP) , an innovative well-being resource tool, available any time, 24/7. It offers confidential counselling, practical information, legal and digital content to support your mental, physical, social and financial wellbeing. 
We look forward to receiving your completed application and diversity forms by email to: recruitment@dcab.org.uk

We are committed to an inclusive recruitment process so do let us know if you need an alternative format or other adjustment.

Closing date for Applications: Mon 29th June 2026
Interview Date/s: Wed 15th July or Thurs 16th July 2026
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