
JOB DESCRIPTION 
RECEPTIONIST 

 
TITLE:  Receptionist 
 
REPORTING TO: The Operations Manager 
 
PRINCIPAL ROLE: Assist GOSHH by maintaining cover on the front of house 

reception desk each Weekday Morning. 
 
MAIN DUTIES: 
 

 Greet all callers/visitors, take messages, deal with enquiries, and refer 
the individual to the appropriate person within the GOSHH Team.  

 Deal directly with drop in requests for safer sex information and supply 
condoms as required. 

 Be available to provide clients with information on GOSHH services 
and those of external agencies 

 Manage the Office diary; maintain office supplies and stationary. 

 Co-ordinate room bookings, issue invoices, collect and lodge monies 
and issue receipts. 

 Become familiar with the library and keep it up to date.  Replenish 
leaflet stocks as required. 

 Maintain the reception area and facilitate the use of the library to 
visitors.  Assist service users with computer, photocopier, and phone 
queries. 

 Support the Health Promotion Worker to update the organisations 
website, Facebook, and other social networking sites. 

 Record, input, and present statistical data.  Prepare statistical returns 
for the Manager. 

 Participate in fundraising activities. 

 Assist in the planning, organisation and delivery of events and 
awareness campaigns. 
 

There will be some requirements to work evenings and weekends for which 
the post holder is entitled to time off in lieu. 



The successful candidate will have:  
 

 A minimum of 6 months experience of working in a similar role.  
 

 Competent computer skills including social networking.  
 

 A warm, welcoming manner and a non-judgemental attitude.  
 

 Proven ability of maintaining confidentiality.  
 

 Evidence of working well as part of a team.  
 

 An interest in the areas of gender, orientation, sexual health and HIV 
related issues. 
 

 A high standard of organisational skills.  
 

 Proficient oral and written English.  
 

 
 
DETAILS:  
Salary:   €29,558 pro rata 
 
Contract:   19 ½ hours/week, 12 month contract,  

6 month probationary period.  
 
Hours:  Exact times to be agreed but usually 9.30-13.30, Monday 

to Friday. 
 
Location: The role will be primarily based in our office at Redwood 

Place, 18 Davis Street, Limerick. 
 
Holidays:   25 days per annum pro rata 
 
Garda Vetting:  Please note that any offer of employment will be subject 

to Garda Vetting.  
 


