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Location: Brighton & Hove 

Contract type: Permanent, Part Time 
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Introduction 
Thank you for your interest in Oasis Project and the role of Receptionist. This pack will tell you 
a little about the organisation, the role, and how to apply. 
 

• Please apply by sending a CV and covering letter via IRIS, our chosen recruitment 
platform using this link: https://oasisproject.current-
vacancies.com/Jobs/Advert/4140135?cid=3426 

• The closing date is Thursday 16thth April 2026 at 9am. 
• Interviews will be held in person during the weeks commencing 20th or 27th April 2026. 
• The interview process will involve a panel interview. 

 
About Oasis Project 
Oasis was founded in 1997 by a group of women with lived experience of drug and alcohol 
problems, who felt their needs were not met in mainstream treatment services. Over 
nearly 30 years we have built extensive experience of providing support for women in 
Brighton and Hove with a drug or alcohol problem and our adult services form part of the 
city’s drug and alcohol treatment delivery system. Alongside this, we offer services for 
children and young people affected by parental substance use, including a creche and 
specialist therapy service. 
 

Our Values 

 

https://oasisproject.current-vacancies.com/Jobs/Advert/4140135?cid=3426
https://oasisproject.current-vacancies.com/Jobs/Advert/4140135?cid=3426


Our services 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

NB Oasis Project East Sussex Services are permanently closing on 31st March 2026 
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Working with Oasis Project 
We value our staff and take their wellbeing seriously. Taking care of staff means renumerating them well for the work they do, and offering additional support 

and rewards alongside a monthly salary. 
 

Employee Benefits 

 
 



The Recruitment Process 
At Oasis Project we are committed to providing the best possible recruitment experience, 
including working to remove barriers to equal opportunity at each stage of the recruitment 
process.  
 
Our commitment to you is that: 
 

• We will treat you in a polite, helpful and friendly manner at all times. 

• Information that you provide will be treated as confidential and will be seen only by 
certain people involved in the recruitment process. 

  
• We will ask you to complete an equal opportunities questionnaire – this 

information is only used for monitoring purposes. 
 

• We will endeavor to make any reasonable adjustments to the interview process to enable 
you to fully participate 

 
• We will communicate with you clearly, and as quickly as possible at each stage of the 

recruitment process 
 

• As far as possible, we make it clear in the job advertisement when the interviews will be 
held. 

  
• A decision will be made as soon as possible after interviews and you will be informed 

of the outcome 
 

• Unsuccessful interviewees will be offered feedback. 
 

Job Description  
 

Role Summary 
 
Job Title: Receptionist 

Reports to: Administration & Operations Manager 

Contract Type:  Permanent 

Hours: 30 hours per week (Part time) 

Salary range: £26,228 FTE 

Team:  Admin Team 

Location: Oasis Project Brighton & Hove sites 

Span of responsibility: This role does not have line management responsibility. 

Job Purpose 
 

This is an exciting opportunity to make a real impact for an established, award-winning, 
innovative voluntary sector organisation. 

This newly created role provides a professional, compassionate and trauma-informed first 
point of contact for Oasis Project. Based in our busy city-centre reception, the Receptionist 
plays a vital role in welcoming clients, families, visitors and professional partners, ensuring 
people feel safe, respected and supported from the moment they arrive. The role provides 
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high-quality reception, administrative and communications support across the 
organisation, while upholding Oasis Project’s safeguarding, health and safety and gender-
responsive values. 

 

Key Relationships 

Internal 
• Admin Team 
• Students and volunteers 
• Communications Team 
• Service delivery staff 

External 
• Clients, their families, and support networks 
• General public  

 
This list is not exhaustive 
 

Key Responsibilities 

Reception 
• Provide a comprehensive, professional and welcoming reception service, acting as the 

first point of contact for clients, visitors and professionals.  
• Welcome clients and visitors in person, direct them appropriately and offer 

refreshments as required.  
• Manage incoming telephone calls, emails and messages efficiently, responding where 

appropriate and signposting enquiries in line with organisational procedures.  
• Act as a central point of contact for general enquiries received in person, by phone, 

email or post, ensuring queries are handled sensitively and in line with Oasis Project’s 
trauma-informed approach.  

• Receive, log, scan and distribute post and deliveries in accordance with internal 
processes.  

• Maintain a tidy, safe and welcoming reception, entrance and waiting areas, ensuring 
information and resource displays are up to date and well presented.  

• Ensure client spaces and meeting rooms are prepared, tidy and appropriately stocked, 
liaising with colleagues where issues arise. 

 
Administration support 
• Provide administrative support across Oasis Project, including accurate data entry and 

system input (e.g. uploading referrals and assessments, supporting appointment 
reminders, and administrative contact with professionals such as GP practices).  

• Support diary management, meeting scheduling and room bookings as required.  
• Provide administrative support to the Administration and Operations Manager and 

wider organisation as needed.  
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• Monitor and maintain stock levels of clinical supplies, consumables, stationery and 
office materials, replenishing as required.  

• Print, prepare and maintain appropriate stock levels of client and service-user 
information, forms and handouts.  

• Oversee the availability and management of sign-in sheets and related documentation, 
ensuring sufficient supplies are maintained. 

Communications 
• Support internal communications activity, including meeting and event preparation 

(e.g. venue booking, circulating papers).  
• Assist with external communications activity, such as supporting website updates and 

social media content, working with colleagues as required. 

Safeguarding and Health & Safety  
• Work in line with Oasis Project safeguarding policies and procedures at all times, 

maintaining appropriate professional boundaries and escalating concerns in line with 
organisational guidance.  

• Support high standards of health and safety across the building, contributing to a safe 
environment for clients, staff and visitors.  

• Take responsibility for own health and safety and contribute to the identification and 
reporting of risks or incidents.  

 
Values and Ethos 
• Demonstrate commitment to the vision and values of Oasis Project and understand 

how individual behaviour contributes to a culture of shared responsibility and care.  
• Commit to equality, diversity and inclusion best practice, with a particular focus on 

underserved and marginalised women service users.  
• Work in a trauma-informed and gender-responsive way, recognising this approach as 

central to Oasis Project’s service delivery.  
• Observe professional boundaries in relationships with service users, colleagues and 

partner organisations.  
• Contribute to the continuous improvement of Oasis Project services. 

Personal and Professional Development 
• Reflect on and develop own practice, making use of supervision and feedback.  
• Monitor own performance to ensure it meets agreed expectations and performance 

objectives.  
• Participate in training and other development opportunities.  
• Share knowledge, skills and experience with colleagues as appropriate. 

Other Responsibilities 
• Attend training and comply with organisational policies and procedures.  
• Contribute to organisational development as appropriate.  
• Undertake any other duties reasonably required by the Chief Executive Officer, 

commensurate with the role.  
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• Work in accordance with Oasis Project policies at all times, particularly Health & Safety, 
Safeguarding, Equality and Diversity, Confidentiality and Data Protection (GDPR). 

• Represent Oasis Project and its services in a professional and respectful manner at all 
times. 

 
 

Completing your application 
To apply for this role, please submit your CV and a covering letter of no more than two sides (font 
size 11) via IRIS – our chosen recruitment platform. The link to apply is: In your covering letter, 
please explain how your skills, experience and knowledge meet the requirements of the role. We 
encourage you to read the job description and person specification carefully and to structure your 
supporting statement clearly against the stated criteria. 
 

Recruitment checks 
 
References 
 

PERSON SPECIFICATION Essential or 
Desirable 

Knowledge of, or willingness to learn, safeguarding responsibilities, 
confidentiality requirements and data protection (GDPR) 

Essential 

Ability to work in a reflective, adaptable and non-judgemental way, 
maintaining appropriate professional boundaries 

Essential 

Knowledge of, or willingness to learn about, key issues affecting 
women experiencing substance use and related challenges 

Essential 

Strong verbal and written communication skills Essential 

Ability to work effectively as part of a team and on own initiative Essential 

Experience of working in a fast-paced reception or front-of-house role Essential 

Experience of working in a clinical, health or social care setting Desirable 

Good IT skills, including proficiency in Microsoft Office Essential 

Commitment to ongoing learning, training and reflective practice Essential 

Additional Information 

 
• This post is subject to satisfactory completion of an enhanced DBS check. 
• This role is restricted to female applicants as being female is a genuine occupational 

requirement under Schedule 9, Paragraph 1 of the Equality Act 2010. 
• This Person Specification may be reviewed and amended following consultation. 
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We require two references. Referees will not be contacted without your prior consent, but two 
satisfactory references must be received before any offer of employment can be confirmed. 
Where possible, please provide an email address for each referee, as this helps us to process 
references efficiently. 
 
Eligibility to work in the UK 
 
We require you to provide appropriate ID documentation that proves your eligibility to work 
in the UK or the appropriate share code to demonstrate settled status. 
 
Occupational health check 
 
You will be asked to complete an online medical questionnaire, via our occupational health 
providers. Our occupational health experts will confirm to Oasis Project your fitness 
to undertake the role, including if adjustments may be required, based on the 
information that you have disclosed.  
 
Ex-offenders / Disclosure and Barring Service (DBS) Checks 
 
All applicants are required to disclose details of any unspent convictions in accordance 
with the Rehabilitation of Offenders Act 1974. Any disclosure of an unspent conviction will 
not automatically disqualify your application unless the nature of the offence renders you 
unsuitable for the role. All such disclosures will be considered on an individual basis. 
Please consider this in your covering letter. 
 
As your employment at Oasis will include working with vulnerable adults you will be required to 
undertake a DBS check. 
 

We wish you success with your application. 
 
 


