


Receptionist

	Job title:

	Receptionist

	Department:

	Facilities

	Reports to:
	Head of Facilities


	Responsible for:

	



	Job purpose


	This highly visible role is the face of IDS for many staff, students and visitors. 

Located front of house, this role is responsible for providing a wide variety of information, signposting and assistance to building users, whether face to face, on the phone or via e-mail. 

The Receptionist is responsible for a variety of other tasks requiring the use of specialist equipment and software as well as managing all payments taken at reception.

Hours: 9-5pm Monday to Friday, located at the Institute of Development Studies.




	Main duties and responsibilities 

	1
	Managing our front of house provision; welcoming all visitors, residents, staff and students to IDS in a courteous and helpful manner, signposting and providing a variety of information efficiently and professionally. Answering the main IDS switchboard telephone, providing information and redirecting calls.

	2
	Coordinating the IDS stationery store and online stationery recharging system;
· stocktaking
· placing stationery supplier orders 
· managing internal recharges

	3
	Day-to-day management of the IDS Reception and general IDS e-mail accounts, redistributing as required to IDS staff, resolving queries where possible.

	4
	Overseeing external post and courier arrangements;
· Organising national and international courier deliveries and collections and arranging internal recharges for those services.
· Franking post and assigning recharging codes.
· Receiving and distributing incoming courier and postal deliveries to staff.
· Keeping up to date with changing courier service options and providing advice on best value / timely options.

	5
	Creating, modifying, and deleting door security access cards (using specialised access control software).

	6
	Processing payments, refunds and updating online records for cashless printing system.

	7
	Responsibility for cash and card transactions taken via reception; cashing-up and reconciling the reception till, handling floats securely, taking secure credit card payments and recording and providing sales total information to the Finance department.

	8
	Occasional reprographic services;
· bulk printing tasks and binding, and rechanging for those services.
· bulk ordering paper and consumables.

	9
	Issuing and assigning student lockers, taking deposits, issuing refunds and logging in Excel database.

	10
	Placing occasional orders, proofing and distributing IDS business cards and stationery, recharging appropriate departmental codes as required.

	11
	Ensuring that first aid incidents in the building are recorded and reported to HR.

	12
	Booking taxis or airport transfers for staff and visitors.

	13
	Managing the handover between the day shift and evening shift, briefing the Evening Supervisor on specific evening tasks they should undertake, such as assisting with events, or room set-ups for the following day.

	14
	The Receptionist may be called upon to help cover other tasks normally carried out by others, including the Facilities Coordinator during periods of annual leave including;
· Overseeing the Facilities team e-mail inbox and ensuring that reactive maintenance and other support tasks are allocated 
· Ad-hoc assistance preparing rooms for teaching sessions and events
· Printing room schedule calendars
· Printing / laminating documents
· Helping to respond to building emergencies

	15
	The Receptionist may be called upon in quieter times to provide administerial support for other departments.

	16
	Any other duties within the general area of Facilities and hospitality which may from time to time be required.

	17
	The Facilities team must provide a continuous level and service and support whilst the building is open. All Facilities team personnel would therefore be expected to work with a degree of flexibility, occasionally covering selected tasks usually undertaken by others during busy periods or team absences. This would always accord with their abilities, training and contracted hours.




Person Specification

	Criteria

	Essential
	Desirable

	Qualifications
	
	

	At least five GCSE passes required including maths and English or equivalent / relevant experience.

	ü

	

	Experience/Knowledge
	
	

	Proven experience of working in a reception and/or hotel environment, welcoming guests and demonstrating a high level of customer service.

Cash handling, demonstrating attention to detail and accuracy.

A competent level of computer literacy using applications such as Microsoft Word, PowerPoint, Excel and the ability to use and learn other specialist software, such as security door access control or accommodation booking systems.

Professional experience in a broad range of administration Within an office environment.
	ü



ü


ü




ü

	

	Skills
Fluent in English with the ability to communicate effectively with staff and students via phone, email and in person.
Able to work effectively as part of a team.

Ability to think on your feet and taking initiative when dealing with customer enquiries.

Numeracy

	

ü


ü


ü

ü

	

	
Attributes
	 
	

	
Ability to remain calm under pressure.

Exceptional customer focus, warm, helpful and professional at all times.

A positive and flexible approach.

Ability to learn a variety of different tasks quickly and effectively.

	ü



ü


ü

ü
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