


Main responsibilities 
• Greet service users in a professional and friendly manner.
• Provide information and support access to services available at Mendicity and other allied providers.
• Uphold standards of health and safety inside the building and its environs
• To ensure all Mendicity Policies and Procedures and internal operating procedures are adhered to 

(Health and Safety Statement, Code of Conduct, Confidentiality Policy, etc)
• Ensure coherency within the Mendicity team and uphold our values, mission and organisational ethos
• Follow direction and instruction as assigned by Head Office and/or line manager
• To have an understanding of the statutory and voluntary sector resources and supports available

Front of House 
• Deal with people in a courteous and diplomatic manner.
• Communicate, listen and relay information accurately.
• Be aware of the different needs of individuals especially those who are first time users and

those with special needs.
• Deliver information to the public in the Food Centre / Open Access.

Documentation and reporting 
• Ensure that records are kept and prepare reports as requested
• Ensure the all accidents/ grievances are recorded and reported

Evacuation & Emergency Procedures 
• Be fully familiar with the health and safety policies and procedures and ensure that the

appropriate procedures are applied in the event of an emergency or incident
• Participate in all fire evacuation drills
• Ensure the appropriate emergency services are contacted and liaise with them on arrival.
• Ensure that calm is maintained at all times

Assigned duties / training: 
• Attend all training courses that are necessary in the line of duty
• Carry out any additional duties that may be assigned from time to time.

General terms : 

This is a part time position (20 hours)

Shifts are arranged within Mendicity's opening hours which are 8.30am to 10.30pm Monday to Friday, 

Sundays: 9.30am to 2.30pm and 5.30pm – 10.30pm

Remmuneration: €30,000 per annum pro rata

Annual Leave: 21 days pro rata




