JOB DESCRIPTION
	Job Title: Administration Assistant/Receptionist
Reporting To:  Stuart Ashpole – Facilities and IT Manager
Responsible for: N/A
Department: Facilities
	Date: March 2016
Location: Queen Square


	Job Summary:

 To support the departments at Queen Square with administration tasks and to work closely with the support staff.

	Key Responsibilities Admin:

· Opening Files 

· Filing the paperwork generated by fee-earners
· Making phone calls to carry out enquiries on behalf of fee-earners and to arrange meetings
· Preparing outgoing correspondence 
· Photocopying and preparing bundles of documents to be sent out with contract packages
· Ensuring stationery is distributed as required around the office

· Preparing files for closure
· Booking courses for fee earners

· Amending letters and legal documents

· Assisting Paralegals/Fee Earners with legal research
· Dealing with disbursements
· Fire Marshall if required
· First Aider if required
· Data entry within excel spreadsheets

· Other admin related tasks that occur during busy times in the department 

· Any other reasonable duties as directed by your manager
Reception Duties

· Greet all visitors, staff and contractors immediately on entry to the premises, if you are on the phone they must be acknowledged.

· Inform relevant staff member of visitors arrival

· If entering our premises – visitors must sign in/out of the visitors book

· Ensure that reception area and waiting area are clean, tidy and presentable at all times.  Ensure drinks station is stocked and ready for use

· Request and copy ID from any new clients and scan onto the system

· All telephone calls are to be answered within three rings

· Calls transferred to the relevant staff member, Fee earner or secretary

· If no-one is available to take call - take a short message and email it to the person (and/or) Secretary immediately

· The reception phone must not be put on do not disturb except under the following circumstances:

· Client in reception

· If out of the office doing banking/collect DX

· Comfort breaks/lunch

· Meetings/training

· To deal with all incoming and out-going post items

· Open all incoming post (Royal Mail and DX)

· Date stamp all post with the correct date

· Record any cheque receipts in log book and issue posting slip

· Scan relevant received information to accounts as requested

· Sort post into departments/person and request senior fee earner to check.

· To accept and deliver any items received during the working day.

· Frank outgoing post 

· Stamp, count and weigh DX post 

· Ensure post leaves the premises no later than 4.45pm

· Taking payments from customers in cash (up to £1,000), cheque or Cardnet and issuing receipt.

Additional Responsibilities:  

· Any other reasonable duties as directed by your manager



	Signed by Job Holder: (Print Name) ……………………………………….

                                        Signed: …………………………………………….

                                        Date: ………………………………………………..

 


