
 

 

 

 

Hours:   30 per week 

Salary:  NLW 

Location:  Springhill Care Home 

 

Springhill Care are award winning providers of quality nursing, residential, rehabilitation, dementia, day care 
and supported living services for adults in the area. As a well established, highly successful, top quality care 
facility in the area, the post will be located in the large purpose built home in Accrington consisting of 112 
beds in 9 separate but linked suites.  

We are currently seeking to recruit experienced Receptionist/Administration Assistants. Reporting to the 
General Managers Personal Assistant/Administrator, the successful applicant will provide the highest 
possible level of customer service, externally to visitors and internally amongst their team and the wider 
staffing structure. 

Candidates will require previous experience of Reception and Administration work, with the ability to 
organise, prioritise and have a flexible approach to a busy and changeable environment and workload. You 
will also need to possess social media skills.  

The role provides variety on a daily basis, including meeting and greeting visitors, answering incoming calls, 
organising refreshments and assisting with show rounds for potential residents and their families. Further 
scope can be found in the form of maintaining databases, distribution of notices for the home, 
administering resident check ins and dealing with timesheet maintenance as part of the diverse 
administration duties involved. 

The successful candidate will have a friendly, kind, honest, reassuring, effective communication style and a 
positive and enthusiastic attitude to work. You will require the ability to be flexible, approachable, well 
organised and the skill to prioritise is essential. As well as providing an effective first point of contact, you 
will also positively promote and communicate your shared belief in our goal of delivering excellence in 
person centred care. 

 

If you have the relevant experience and are interested in this role, working for an award winning 
company, for an application pack please contact Michelle Walsh e: mwalsh@springhillcare.com. 

 
 
 
 
 

Springhill Care Home 
Fairfield Street, Accrington, Lancashire, BB5 0LD 

t: 01254 381719 e: information@springhillcare.com 
 www.springhillcarehome.com  
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