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Join Our Team – Reception and Administration Officer x 2
Location: Carnegie Building, Benwell, Newcastle upon Tyne
Hours: Part Time 20 hours per week (1 x 8.30am-12:30pm, Mon-Fri and 1 x 12:00pm -4:00pm, Mon-Fri)
Salary: £24,214 (pro-rata = £13,836)
Contract: Fixed Term12 Months

About Us
Riverside Community Health Project works to improve the health and well-being of local people and families in the west end of Newcastle. Based in the historic Carnegie Building, we host a busy Community Hub full of activity, learning and support, and are also home to local projects, community groups and partner organisations.
We’re proud to be a welcoming, inclusive organisation that values kindness, respect and community spirit.

About the Role
We’re looking for a friendly, organised and proactive Reception and Administration Officer to be the welcoming face of the Carnegie Building.
This is a varied and rewarding role where no two days are the same. You’ll:
· Welcome visitors and help them find the right service or space.
· Manage room bookings and support groups using our facilities.
· Carry out admin and record-keeping to keep things running smoothly.
· Help manage our social media and promote what’s happening in the building.
· Support with invoicing, reporting and building management tasks.
If you enjoy meeting people, keeping things organised and making a real difference in your community, we’d love to hear from you.

About You
You’ll be someone who enjoys meeting people and creating a positive first impression. You’ll have strong organisational skills, confidence with IT and social media, and an eye for detail.
You don’t need to have done everything before — we value enthusiasm and a willingness to learn just as much as experience.

What We Offer
· A friendly, supportive workplace in a community-focused organisation.
· Opportunities for training and development.
· The chance to play an active role in improving health and well-being in our local area.

Equality and Diversity
Riverside Community Health Project is an equal opportunities employer. We welcome applications from people of all backgrounds and communities, and we are committed to building an inclusive team that reflects the diversity of the area we serve.
Any Questions?
If you have any questions or would like a chat about this role,  please phone Christine Rogan on 0191 2260754 extension 201.

Ready to Apply?
If you would like to apply for this role, please complete the application form and return it to recruitment@riversidechp.org.uk
Closing date: Monday 17 November 2025, 10am
Interviews: Friday 21 November 2025 and Monday 24 November 2025
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