


Job title:		Receptionist and Administrator

Line Manager:	Executive PA to the General Secretary

Role Purpose:
[bookmark: _Hlk96698970]To provide warm welcome and a professional support to visitors and colleagues to ensure the smooth operation of the offices of the Catholic Bishops’ Conference for England and Wales

Key Responsibilities:
Reception
1. To provide welcoming and informed reception of visitors to 39 Eccleston Square;
1. To answer calls to the general telephone number in a professional manner, directing calls to the correct person and taking messages as necessary;
1. To maintain oversight of meeting rooms, ensuring that meeting rooms are ready for use in line with established meeting room protocols;
1. To ensure that refreshments are available for each meeting room as appropriate and lunches are booked for meetings when requested;
1. Meet and greet visitors, following signing in procedure, directing the visitors to the correct location and offering refreshments as appropriate;
1. Dealing with queries from the public and visitors with the highest level of service;
1. To maintain exemplary Front of House housekeeping, ensuring the reception area, stationery cupboard and post room are kept neat, tidy and welcoming;

Administration
1. [bookmark: _Hlk10702698]To provide general administrative support, including receipt of incoming mail, sorting it and placing in relevant pigeonholes;
1. To assist colleagues with mailings, use of the franking machine, selecting the correct tariff etc. Topping up the franking machine and purchasing supplies and arranging maintenance as necessary;
1. To arrange couriers and postage and receive/distribute deliveries as necessary
1. To book transport and accommodation for colleagues in line with the CaTEW travel policy;
1. To maintain appropriate levels of stationery, re-ordering as necessary;
1. To maintain appropriate levels of consumables for kitchen and other general housekeeping throughout the building;

Housekeeping
1. To maintain and update a Reception Folder so that information is available to anyone covering reception during absence;
1. To maintain a central record of approved contractors and maintain effective relationships with them;
1. To be responsible for calling out and coordinating the attendance of contractors undertaking work in the building;
1. To ensure that the fire alarm and access systems are regularly maintained and tested weekly;
1. Ensure that all electrical equipment in the building is PAT tested;
1. To ensure that the key cabinet is maintained in good order and all keys clearly identified; 
1. To ensure that that all First Aid boxes are checked regularly and fully supplied;
1. To liaise with contractors regarding day to day matters i.e. Cleaning Contractors, Key holders, Maintenance Contractors, Equipment suppliers;
1. Liaise with Westminster City Council regarding rubbish collection, recycling and planning matters. 
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Person Specification

	Competency
	Criteria
	Assessment

	Engages with people with warmth, helpfulness and care.
	· Demonstrates awareness and understanding of the duties of an effective receptionist based upon evidenced experience.
	· Covering letter
· CV
· Interview

	Demonstrates an enthusiasm for working with a Catholic Church environment
	· Provides indication of understanding of working in a Catholic Church setting
	· Covering letter
· CV
· Interview

	Demonstrates high level of trust as role holder will be a building key holder
	· 
	· 

	Demonstrates competency using MS Office suite of products and general office IT systems
	· Provides relevant evidence
	· 

	Demonstrates excellent verbal and written communication skills with the ability to communicate in person and over the phone in an effective, concise and polite manner.
	· Provides examples to illustrate where these skills have been demonstrated in previous roles. 
	· Covering letter
· Interview

	Demonstrates commitment to and examples of delivering consistently excellent customer service
	· Provides relevant examples
	· Covering letter
· CV
· Interview

	Demonstrates an ability to apply individual initiative and to be a positive and flexible team member.
	· Provides relevant examples
	· Covering letter
· CV
· Interview

	Demonstrates a track record of working flexibly and collaboratively with colleagues and external stakeholders to deliver high-quality outcomes
	· Provides relevant examples
	· Covering letter
· CV
· Interview

	To present a smart and professional appearance and attitude 
	· Provides relevant examples
	· Covering letter
· CV

	To hold or be willing to train as First Aider
	· Provides evidence
	· Covering letter
· CV
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