
 
 

 
 

      
 

                     

                                  
 
 

FALMOUTH TOWN COUNCIL 
 

JOB DESCRIPTION 
 

Receptionist/Information Service Assistant 
 

SCP 5-6 
 
 

RESPONSIBLE TO: Administrative Officer 
Based at: The Old Post Office, The Moor, Falmouth 
MAIN RESPONSIBILITES will include: 
 
1. To be be aware of your responsibility under Health & Safety law, taking reasonable care 

of yourself, your colleagues, contractors and members of the public at all times whilst at 
work. You should be familiar with the process of risk assessment, comply with safe 
systems of work and should actively promote a safety culture within the workplace. 

  
2. To provide telephone, on-line and face to face customer reception services for Council 

and other co-located functions in the Council Offices at the Old Post Office. 
  
3. Ensure that agreed customer access and other strategies are delivered at the site on a daily 

basis, including on-line, payment services and e-resources.  
 
4. Accurate use of reporting mechanisms e.g. Lagan, Dashboard etc. Reports completed in a 

timely manner (as required by the Town Council’s commitment to Cornwall Council). 
 
5. To proactively participate and demonstrate positive engagement in carrying out all aspects 

of the role. 
  
6. To undertake front of house duties, including booking administration, meeting, greeting 

and attending to the needs of customers. Managing the booking system for meeting rooms, 
shared space, events venue space and rented ‘hub’ office space and co-ordinating with 
users and tenants. To liaise with the Finance Assistant regarding invoicing of users. 

 
7. To liaise with Administrative Officer to ensure continuous staff cover and service 

provision. 
 
8. To ensure fire risk and fire safety test compliance for the premises. 
 



 
 

 
 

9. To ensure security and access measures are observed and recorded. Day to day 
management of building control systems, such as door access and issue and logging of 
entry passes, telephone system etc. 

 
10. Liaising with the Council’s IT provider as well as Cornwall Council IT provision to 

ensure the day to day management of IT systems. 
 
11. To undertake administrative duties as directed by the Administration Officer including 

data protection compliance, policy updating and review work and other duties. 
 
12. To maintain premises logs and liaise with the Council’s Property and Inspections Officer 

regarding repairs and compliance testing. 
 
13. To adhere at all times to the policies and instructions of the Council. 
 
14. To undertake directed training. 
 
15. The above list is an example of the duties and there will be other duties that might 

reasonably be required. 
 


