JOB DESCRIPTION
	Job Title: Receptionist
Reporting To: Facilities Manager – Stuart Ashpole
Responsible for: n/a
Department: Facilities
	Date: March 2016
Location: Clifton


	Job Summary:

· To greet all clients, visitors and staff in a courteous and professional manner

· To answer all incoming telephone calls 

· To ensure reception is clean, tidy and presentable at all times

· To carry out tasks that you have been trained as and when required

· To ensure the smooth operation of the company is maintained

· To ensure reception is manned at all times and never left empty


	Key Responsibilities:

· Reception is to be manned at all times between the hours of 9am – 5.15pm and should not be left un-manned at any time during the hours of operation.

· 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 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 3 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 by departments/person and deliver within 1 hour of arrival
· 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

· Receiving, recording and storing of office and other keys.
· Taking payments from customers in cash (up to £1000), cheque or Cardnet and issuing receipt.

· Monitoring office supplies and ordering stationery/office items where appropriate in line with current procedures. 
Additional Responsibilities:  

· Petty Cash – should always be recorded, accurate and controlled. Access to petty cash is to be restricted.  

· Ensure there is always a sufficient float in petty cash and that it is reported to accounts as required.
· Preparing files for closing to hand back to fee earner to include closing letter/questionnaire/ledger and printing file closure check list.

· Closing of files on SOS.
· Barcoding archived files and entering information into The Arc system and placing in storage facility.

· Open all new matters on the day of receipt as far as possible but at the very latest within 24 hours.

· Keep reception clear and tidy.
· Complete any small photocopying requests for fee earner/secretary if asked.
· Any other reasonable duties as directed by your manager.


	Typical Problems Experienced:                               Help Available:
Difficult clients either in person or on phone            Facilities Manager

Fee earner or Legal Assistant not available to          Ask if they can call back if 

Take call but caller does not want to leave a            not see if another FE will 

Message                                                                   take call or the Office Mgr
General Difficulties       

                                     relevant FE, Office Mgr, Facilities Mgr,   or  colleagues



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

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

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

 


