Outer Temple Chambers

Job Description:  Receptionist

Purpose of the post

To ensure that the first impressions of Chambers are always positive and professional and that visitors are made to feel comfortable and welcome.
Reporting Relationships
The receptionist is supervised by the office manager on a day to day basis and is line managed by the director.
Location
Outer Temple Chambers

The Outer Temple

222 Strand

London WC2R 1BA

Key Responsibilities 

1. Ensuring that the reception area provides a friendly, accessible and professional environment at all times:
a. the reception desk is always staffed during office hours
b. boxes and other deliveries do not obstruct any areas and are collected or moved quickly
c. flowers are fresh and in clean water
d. a good range of reading material, well presented
e. used cups are cleared away
f. the washrooms look clean and presentable
g. the kitchen is kept tidy
2. Welcoming clients into Chambers and ensuring that they feel comfortable and well looked after.  This includes:
a. providing the individual service required by the client
b. offering to take coats and/or store bulky items
c. offering  and providing refreshments as requested
d. keeping clients informed of any changes or delays to their appointment
e. providing reassurance or support if required
3. Managing conference facilities, video-conferences, telephone conferences and other meetings.  This includes:

a. allocation of conference rooms
b. rearranging room layout to suit the meeting
c. providing refreshments and other facilities or services as required
d. clearing rooms on completion of conferences
e. booking external conference facilities as necessary
4. Administration

a. booking couriers 
b. booking travel and hotels for senior staff and barristers
c. booking out the car parking space with priority for people with disabilities
d. ordering and stocktaking supplies for the kitchen, conference rooms and receptions
e. supplying stock to kitchens on the 2nd, 3rd and 4th floors
f. assisting with special events
g. liaising with cleaning staff as required
h. booking temporary reception cover during holidays and sickness absence
i. making proposals on anything which improves the service to the client
5. Managing the telephone system
a. responding to all incoming telephone calls professionally and re-directing calls as appropriate
b. maintaining and circulating internal telephone directories; providing call statistics for reporting purposes
c. arranging new telephones and extensions as required
d. monitoring calls and response times
e. setting up and administering conference calls
f. inducting new staff, pupils and barristers on use of the phone and the services available
g. implementing emergency telephone procedures in the event of breakdown or disaster
Person Specification:
 Receptionist

	
	Requirement for effective job performance
	Essential or Desirable

	Qualifications and Training


	Client care training or qualification.
	Desirable

	Knowledge and Experience


	Experience of managing reception services.

Experience of handling multiple calls on busy switchboards and of managing telephony systems.
Proficient in Microsoft Word and at least one other Microsoft product.
Knowledge and understanding of equality and diversity issues.
	Desirable
Essential

Essential

Essential



	Skills and Abilities


	Excellent interpersonal skills.
Ability to work in a disruptive environment with competing demands and to prioritise effectively.
Is able to identify opportunities and seeks opportunities to further the performance of the business.
Knowledge sharing: maximises the teams’ performance by sharing new knowledge.


	Essential

Essential
Essential
Essential



	Personal Qualities


	Professional presentation, “can-do” attitude and positive friendly approach.
Customer Focused:  demonstrates initiative in order to understand client needs and expectations, is flexible within their role in order to deliver client satisfaction.
Team worker: recognises the different roles within the team and values the contributions of other team members.
Good Communicator: understands the importance of clear communication and ensures all communication has a clear purpose and is at the appropriate level of detail for the receiver.
Personal Development: actively seeks performance feedback and development opportunities in order to improve personal performance.
Commitment to the aims and principles of equal opportunities and diversity policy and practice.


	Essential

Essential

Essential

Essential

Essential

Essential

	Situation


	Occasional evening or weekend work by arrangement.
	Desirable


