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Job Description
Job Title 
: 

Receptionist/Telephonist 
Date
:

13 Jan 2012 
Department
:  

Administration
Responsible to 
:

Office Manager
Job Purpose

To deliver a comprehensive reception/telephone service to staff and clients.
Key Responsibilities

· To welcome potential and established clients in a professional manner, politely and with confidence.
· Deal with clients with, or without appointments and handle their questions/problems.

· Manage varying situations that can arise from clients in the reception area, or in conversation by telephone.

· Deal with internal/external telephone calls efficiently using the firms computerised telephone system.
· Maintain and update an ancillary telephone list.

· Deal with all general enquiry e-mails.

· Deal with mail ensuring urgent correspondence is properly directed to and dealt with by a specific member of staff.

· Deal with unclaimed mail – checking details on Lawsoft and forwarding onto correct member of staff 

· Photocopy clients’ anti money laundering credentials and pass to fee earners.

· Manage Boardrooms and Meeting Rooms diary throughout the working day.

· Arrange lunches and refreshments for Partners, staff and clients when required.

· Ensure Boardrooms and Meeting Rooms are set up for use to the timetable for that particular day including clearing before next use.

· Prepare meeting rooms for clients ensuring crockery, glassware, cutlery, napkins etc are provided, cleared and replenished for each required meeting throughout the day

· Order stationary for reception area.

· Set up voicemails as and when required

· Activate night service and clear messages each morning.

· Change answering machine message for holiday periods.
· Ensure main entrance is secured on departing.

Other Duties

There may be the requirement to perform duties other than those given in the job description for the post.   The particular duties and responsibilities attached to posts may vary from time to time without changing the general character of the duties or the level of responsibility entailed.   Such variations would not of themselves justify the re-evaluation of a post.   In cases, however, where a permanent and substantial change in the nature of the duties and responsibilities of a post occurs consistent with a higher level of responsibility, then the post would be eligible for re-evaluation. 

Signed

Head of Department

Signed as agreed

Postholder

Date
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