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CONTACT TRACING

If you are experiencing any cold/flu symptoms or are awaiting the results of a Covid-19 test, please notify your manager and don’t attend work. 
Stay at home if you are feeling unwell. We encourage you to download the COVIDSafe app.
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	PROGRAM OVERVIEW: Please add a header for the extra information you’d like to contain. Options might include a Key Selection Criteria for more competitive roles with high expectations of the volunteer. Other options may include: Program overview, background information, role overview or anything else that you like.
	ADDITIONAL INFORMATION: Please add a header for the extra information you’d like to contain. Options might include a Key Selection Criteria for more competitive roles with high expectations of the volunteer. Other options may include: Program overview, background information, role overview or anything else that you like.
	STEPS TAKEN TO COMPLY WITH SOCIAL DISTANCING: • Floor marking to indicatewhere people should standwhen reporting to front desk• Door behind reception to remain shut• Staff are instructed not to go behind the reception desk by themselves• Contact-less payments (no cashaccepted)• Posters displayed prominently to remind people to physically distance
	TRAINING  PPE: • Infection control training tobe completed before returning to role• Sanitiser dispenser at the work station• Face masked provided and must be worn while on shift (including when taking calls)• Work station sanitised in between each person who uses the desk
	COMMUNICATION: • Initial email followed by aphone conversation beforereturning to work• In person on first day backon site to seek clarification and confirm understanding• All staff to receive an update on new procedures and how to engage with reception staff• Volunteers will be updated verbally and by email about any changes to their role
	STEPS TAKEN TO COMPLY WITH CONTACT TRACING: • All shifts are to be recordedin the volunteer database and updates made when volunteers are sick or need to change shifts• All visitors and volunteers to sign in and out via a log book• Staff will also use their swipe pass to access the building
	IS THIS YOU: • Love people & able to communicate effectively• Basic to intermediate knowledge of computers• Maturity to comfortably deal with conflict• Able to problem solve and think on your feet• Ability to converse comfortably in English• Looking for a regular ongoing role
	IMPORT DETAILS: • Reporting to the Administration Officer in People & Corporate Services (PCS) at 615 St Kilda Rd• Weekly shifts in business hours Monday - Friday• Required: Police Check and Volunteer Induction 9am-1pm and 1pm-5pm
	WHAT WILL I BE DOING: • Being the front face of the organisation/centre• You'll mostly be: answering phones, sorting mailing, issuing receipts, booking counsellingappointments, processing cash/EFTPOS• Updating our client management system• Additional duties as required
	WHATS IN IT FOR ME: • Creating a safe space for clientsSupporting the work of key programs• Shaping how we respond to community needs• Helping people get the information they need• Being part of an integral team at our head office location
	Volunteer Position title: RECEPTIONISTST KILDA ROAD
	Additional Info: Additional Information
	Program Overview: Program Overview
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