
 

 

November 2019 

Welcome to Wimbledon Guild!  

Wimbledon Guild is going from strength to strength and we are looking forward to appointing a new 
Part Time Receptionist (Talking Therapies dept) working regular Saturday mornings with extra 
cover hours also possible during the week.   

Our mission is ‘to provide people in Merton with help and support in times of need’ and we achieve 
this through three key strategic objectives:   

• Reducing social isolation and loneliness  

• Help people who are experiencing difficulties  

• Enabling older people to be active and healthy  

We meet these objectives through a diverse range of services, which we are constantly developing 
in response to local need and local aspirations. We collaborate closely with partners in the statutory 
and voluntary sector and with a thriving group of volunteers.  Our Talking Therapies are well known 
and highly regarded in the local community and we are a BACP Accredited Service.   

As our new part time receptionist, you would join an admin team of 5, consisting of the Talking 
Therapies Office Manager, an Administrator/Receptionist, and two other part time Receptionists 
(working week day evenings). You would have responsibility for managing the reception desk and 
some admin duties, including assisting counsellors with receiving payments, photocopying, and data 
entry.  

We are looking for someone who is organised, friendly, and enjoys supporting others. The ideal 
candidate will be able to work flexibly and be prepared to provide reception cover for colleagues’ 
sickness and holiday during weekdays when required. An interest and aptitude for customer service 
and ability to deal sensitively with clients who may be in distress would also be a plus.  

If this sounds like you, it would be great to hear from you. Please send us your CV and a 
document/letter with your additional information, outlining how you meet the person specification.   

If you have any queries about the process please contact me, Cleo Parthenoglou via 
cparthenoglou@wimbledonguild.co.uk (Monday, Tuesday, Thursday and Friday only).  

The closing date is Friday 22nd November 9am by email to counselling@wimbledonguild.co.uk and 
Interviews will take place on Tuesday 3rd December (afternoon).  

Many thanks for your interest in Wimbledon Guild, we look forward to hearing from you.   

Cleo Parthenoglou, Talking Therapies Office Manager  
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