
Job Description


TITLE:	Receptionist & Office Services Assistant


REPORTING TO:	Office Manager

OBJECTIVE:	To provide a professional and helpful service to clients and staff at all times. 

Reception, switchboard and administrative duties as outlined.

RESPONSIBILITIES:

Reception

· Greet clients and visitors on arrival at Reception and check against the diary – offer to make refreshment and take coats 
· Inform relevant member of staff of the client/visitor’s arrival.
· Ensure the reception area is at all times: kept clean and tidy.
· Liaise with the cleaner to ensure that Battle Barns is kept clean and presentable.  In particular, the front of house, including the reception area, the drive, the entrance hall, the guest toilets and meeting rooms must always be kept clean and tidy.
· Ensure staff do not linger in reception unless on firm’s business.	
· Sort all post on arrival and arrange for prompt delivery.
· Sort, price & stamp/frank outgoing post ready to be taken off-site.
· Update the daily post sheet and send to Accounts on a monthly basis.
· Maintain diary and booking system for meeting rooms, company vehicle, laptops, projectors, digital cameras, video cameras, dictaphones and presentation clickers.
· Take bookings for meeting rooms, establish any special requirements such as room layout, equipment, car parking space, lunches, and make appropriate arrangements to provide these.
· Ensure that the meeting rooms are cleared and prepared for next meeting and refreshments are kept fresh during lengthy meetings.
· Deal with clients’ requests during the course of meetings such as organising photocopying and booking taxis
· Order taxis for visitors as required.
· Check MMR info mailbox at beginning of shift and at regular intervals.  Respond or forward where necessary.
· Update telephone and staff lists (including the fire register).
· Arrange birthday chocolates for all members of staff. Arrange cards and collections for leavers.
· Arrange and book hire cars for staff when the company vehicle is not available. 
Switchboard
· Operate the telephone system.
· Answer all calls promptly and professionally, ensuring all calls reach their correct destination.
· Liaise with the IT Team when faults occur on the telephone system and notify Office Manager immediately.
· Set up and distribute Webinar & Teleconference invites
· Make recommendations and give ideas for improvements.
Petty Cash
· Ensure that sufficient petty cash funds are always available, issue cash in line with Company policy, record payments and update the Accounts department on a monthly basis.
· Obtain foreign currency for colleagues travelling overseas, recording all details.
Health & Safety / Security
· Involvement with the security of Battle Barns (arranging Secom visits, making sure staff follow the correct locking up procedure, knowing the system and what to do if anyone reports a fault)
· Health and Safety knowledge
· [bookmark: _GoBack]Fire Safety knowledge (involvement with the Fire Warden team, knowing the system, contacting Office Manager if there is a fault and liaising with MCFP who maintain the system.)

General
· Cover Despatch holidays alongside CSTA’s. 
· Ensuring that that Company Vehicle is kept clean, the log book is filled in, passing on Milage Log information to accounts monthly. Report any problems with the vehicle to Office Manager.
· To research/ make travel bookings for staff.
· To assist with administrative tasks where and when possible.
· Ensure all towels, tea towels & dishcloths are washed & replaced daily.
·  Maintain all Kitchen supplies. Keep an eye on stock order as appropriate.
· Order stationery and printer consumables and ensure cupboards are fully stocked.
· New Starters; prepare their desk, equipment and induction manuals. Carry out workstation assessment and phone training.
· Assist with project tasks such as; data entry, editing, project set-up and chart checking.
· Archive projects on P:\ drive and archive emails from Outlook to a .pst on P:\
Organise all contractors that are needed at the office; scheduling the work through to obtaining the invoice and raising the Purchase Order Number. Liaise with the land agent (Adkin)
Ensure a fire call point and alarm test is done weekly and recorded in Fire Safety Manual. Report any issues to Office Manager.
· To provide, at all times, a pleasant working environment for all staff and visitors at MMR.
· Assist senior management with any other tasks or errands as required. 
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