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Receptionist and Facilities Manager
Job Description and Person Specification 


Job Title:  			Receptionist and Facilities Co-ordinator
Line Management: 		Head of Human Resources
Job Purpose: 	To assist in the overall efficient and smooth running of the main switchboard.  To handle telephone enquiries in a professional manner and ensure that requirements are met.  To ensure the smooth running of the offices of the Bishops’ Conference and its agencies at 39 Eccleston Square, London SW1.  

Key responsibilities are:

Receptionist
· Answering the telephone in a professional manner, directing calls to the correct location and taking messages as necessary;
· Maintain booking register for meeting rooms, ensuring that meeting rooms are ready for use as appropriate. Also ensure refreshments are available for each meeting room as appropriate and lunches are booked for meetings when requested;
· Meet and greet visitors, following signing in procedure, directing the visitors to the correct location and providing refreshments when required;
· Dealing with queries from the public and customers offering the highest level of customer service at all times;
· [bookmark: _GoBack]Dealing with incoming mail, sorting it and informing staff it has arrived. Helping staff use the franking machine, selecting the correct tariff etc. Topping up the franking machine and purchasing supplies as necessary. Calling out service engineer as required;
· Take in deliveries and arranging for onward transmission to correct department. Arranging for pick-ups that need to be sent from the office at the request of various departments;
· Booking transport for organisation staff, making use of charity discounts, including taxis, trains & planes;
· General Front of House Housekeeping; ensuring the reception area, stationery cupboard and post room are kept neat and tidy in line with company standards;
· Ordering stationery for replenishment and for staff when needed;
· Booking all staff travel ensuring that costs are kept to a minimum;
· Keeping the web based Health & Safety work station risk assessment updated when staff start or leave.   Make recommendations to Head of HR to ensure all H&S requirements are met. 

Facilities 
· Ensure that the fire alarm is regularly maintained and tested once a week;
· Ensure that all electrical equipment in the building is PAT tested ;
· Carry out work station assessments and to know what recommendations to make;
· Ensure that all office facilities comply with health and safety requirements i.e. the provision and servicing of fire equipment and alarms and ensuring that all First Aid boxes are checked regularly and fully supplied;
· Liaise with contractors regarding day to day matters i.e. Cleaning Contractors, Key holders, Maintenance Contractors, Equipment suppliers;
· Liaise with the Head of HR regarding fire drills;
· Liaise with Westminster City Council regarding rubbish collection, recycling and planning matters. 
· Maintain the equipment in the post room.  Have a good/working knowledge of photocopiers and how to solve simple problems.


This is not intended as an exhaustive description of duties and responsibilities and may be amended following consultation with the jobholder.

Person Specification
Knowledge & Qualifications
· The right candidate will have previous exposure to working on reception, excellent phone manner, be a reliable, organised, enthusiastic and efficient worker with excellent interpersonal skills and a flexible attitude to work.
· Have a smart and professional appearance at all times.
· Be sympathetic to, and have a good understanding of the Catholic Church 

Skills
· Excellent verbal and written communication skills with the ability to communicate in person and over the phone in an effective, concise and polite manner.
· Be able to provide excellent customer service
· Display a positive and flexible aptitude to team working.
· Demonstrate initiative.
· Provide a warm welcoming presence to visitors.
· Reliable and meticulous.
· Be competent, or at least a working knowledge of Microsoft Word, Excel, Outlook, PowerPoint.
· Demonstrate a willingness to work within a Christian Ethos’

Terms and Conditions

1. Employer is the Catholic Trust for England & Wales (registered charity no 1097482)
2. The contract is permanent.
3. Salary is £24,000 per annum
4. Contracted hours are 37.50 per week Monday – Friday 8.30am – 5pm.
5. Annual holiday is 25 days per year including public holidays.
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