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Receptionist Job Description

Job title: Receptionist
Contract: Permanent, part-time (average 30hrs per week) or full time (average 36hrs per week).
Sample Hours:  Full-time (36 hours): Four 8-hour weekday shifts (including 1hr unpaid break), one 6-hour weekday shift and one in two Saturdays (09:00–13:00).
Part-time (30 hours): Four 8-hour weekday shifts (including 1hr unpaid break), and one in two Saturdays (09:00–13:00).  
Weekday shifts may fall between 07:30 and 19:30 Monday to Friday. Flexibility around start and finish times is required.
Salary: €28,080 - €30,888 gross pa (pro-rata for part-time hours) dependent on experience.
Location: Inchicore, Dublin 8, D08 EY92.

About The Irish Blue Cross
The Irish Blue Cross is a long-established Dublin based animal welfare charity. 

Our mission is to offer affordable veterinary care to eligible owners, promote welfare and responsible pet ownership and alleviate the suffering of animals.

About the role 
A well-run reception is central to patient care, clinic efficiency and the overall experience of our clients. This role plays an important part in ensuring the clinic runs smoothly each day.

Reporting to the Reception Lead (with overall accountability to the Head of Veterinary Services), you will carry out day-to-day front-of-house and administrative duties in line with clinic procedures and operational direction.

You will help ensure clients feel welcomed and supported, appointments are organised accurately, and communication between reception and the clinical team is clear and consistent.

This is a busy and hands-on role requiring organisation, attention to detail and the ability to remain calm under pressure. You will regularly support clients who may be anxious or distressed, and professionalism and empathy are essential.

About you
You will have the skills and experience required to join our busy veterinary clinic and be committed to maintaining high standards within a busy clinical environment. As a receptionist you are the first point of contact for clients. You will be professional, hard-working, diligent, and conscientious and have excellent organisational and interpersonal skills. This role also involves assisting with mobile clinic duties.

You will have a positive, flexible, and caring approach towards The Irish Blue Cross, its teams, clients, and their pets. 

Key Responsibilities
1. Front-of-House and Client Communication
· Answer calls, manage voicemails and respond to emails promptly and professionally. 
· Welcome clients, confirm their details e.g. eligibility and check them into the system. 
· Provide clear, non-clinical information to clients and refer all clinical queries to the veterinary team.
· Maintain strict confidentiality at all times.


2. Appointment & Diary Administration
· Book and administer appointments in line with clinic protocols and guidance from the Reception Lead.
· Ensure appointments and procedures are booked correctly.
· Notify the Reception Lead promptly of booking issues, diary constraints or client concerns that may affect the smooth running of the clinic. 
· Send reminders and confirm surgical bookings, ensuring clients are aware of the requirements for their pets’ appointment (e.g. fasting).
· Maintain accurate client records and update eligibility information as required.
· Manage client medication requests and update the nurses’ medication list as required.
· Ensure all bookings, records and documentation are completed accurately to avoid delays or clinical risk.
· Regularly review Teleos to ensure clinic sessions reflect the staff rota and update appointment slots accordingly.


3. Payments, Records & Compliance
· Handle payments accurately and in line with cash handling procedures.
· Maintain high levels of data entry accuracy and confidentiality in line with GDPR.
· Retrieve and note client files appropriately.
· Follow infectious disease protocols and take a proactive approach to health and safety procedures.


4. Clinic Operations & Environment
· Ensure reception and waiting areas are clean, organised and professional at all times.
· Check daily post and other deliveries.
· Respond to supplier emails and supplier phone and in-person queries.
· Carry out stock monitoring and notify relevant staff of low supplies.
· Complete a thorough daily handover to other reception staff.


5. Team Contribution
· Work closely with veterinary, nursing and administrative colleagues.
· Follow the direction of the Reception Lead and escalate issues to them in the first instance.
· Always maintain professional conduct.
· Raise concerns through appropriate channels.
· Seek guidance from the Reception Lead or senior staff if you are unsure of what to do.
· Help with the administration of the mobile clinic service as required.
· Complete your duties accurately and in a timely manner.
· Be punctual, reliable and maintain professional standards in line with clinic expectations.
· Maintain respectful working relationships across all areas of work.
· Contribute to a calm and organised front-of-house environment, particularly during busy periods.
· Adhere to all clinic policies and procedures.

Essential Competencies
· Experience of working in a busy reception or customer-facing role.
· Strong verbal and written communication skills, with the ability to communicate professionally and respectfully. 
· Strong organisational skills and attention to detail.
· High level of accuracy in data entry and financial transactions.
· Professional, respectful communication skills.
· Ability to follow instruction and prioritise workload while exercising sound and consistent judgement in day-to-day decision-making.
· Ability to remain calm, professional and solution-focused in a busy environment, including during emotionally sensitive interactions.
· Demonstrated emotional intelligence when dealing with stressed or concerned clients.

Desirable Competencies
· Experience working in a veterinary reception environment.
· Experience with cash handling procedures.

Note
This job description outlines the key duties and responsibilities of the role and is not exhaustive. Duties may evolve in line with service needs and organisational development.

Our benefits:
· Training allowance
· 4 weeks annual leave (plus up to 5 discretionary company days)
· Canteen facilities
· Bike to work scheme
· Employee Assistance Programme
· Enhanced Sick Pay
· Annual Reviews
· Option to enter The Irish Blue Cross Staff Pension Scheme upon successful completion of probation.


How to apply
Please submit your CV with a covering letter highlighting your relevant skills and experience and why this position is suited to you. 
Email the Head of Veterinary Services: laura.mock@bluecross.ie  

We will be considering applications as we receive them. 
	Our Core Values and What They Mean 
Integrity. We act in an ethical, transparent, and honourable way.
Dynamic. We are ambitious and optimistic, striving for success. 
Responsible. We are proud of our professionalism and hold ourselves accountable for the work we do. 
Fair and Reasonable. We aim to be consistent and treat everyone equally. 
Compassionate. We believe in showing respect and kindness and we aim to be supportive and caring in all that we do. 



The Irish Blue Cross is an Equal Opportunities Employer
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