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	Job Title 
	Receptionist

	Team
	Facilities

	Reporting to
	Senior Receptionist

	Responsible for
	Front of House Reception

	Job purpose
	To provide an excellent front of house service for visitors, members and colleagues whilst ensuring the smooth running of daily operations and meeting room management.

	Key responsibilities
	Warmly greeting all visitors, creating a positive and welcoming first impression of our organisation.
Managing incoming calls efficiently, directing enquiries with courtesy and professionalism to the relevant person or team.
Managing the Reception mailbox and responding promptly to enquiries.
Proactively maintaining a room booking system for meetings and conferences and organising refreshment and catering provision requirements.
Maintaining the reception and front of house area, ensuring it remains clean, organised and presentable.
Managing taxi bookings for visitors and colleagues.
Receiving front of house deliveries.
Assist with basic mail handling on an occasional basis (open, stamp, scan, and distribute).
Occasionally assist with simple meeting room set-ups as required. 
Undertaking any other reasonable duties set by Line Manager.
 


	Date
	15 January 2026





	
	Essential
	Desirable

	Qualifications & training
	Good literacy, numeracy and IT skills.
Customer service focus.
 
	National 4/5 or GSCE qualification in English, Maths and IT. 

	Work experience
	Customer service.
Administrative support.
	Experience in a reception, hospitality or other customer facing role.

	Knowledge & skills
	Excellent communication & interpersonal skills.
Strong organisational and administrative skills with the ability to multitask and prioritise.
Proficient IT and technical skills.
Good understanding of confidentiality and data protection principles.
 
	How to deal with difficult people / conversations 

	Competencies & values
	Professional manner, with clear communication and a positive, solutions-focused approach.
Excellent telephone manner.
Ability to work independently and as part of a team.
Ability to adapt to difficult or unexpected situations calmly.
Good listener with the ability to pay close attention to detail.
Ability to build rapport with our members, visitors and colleagues.
 
	

	Other
	Motivated, enthusiastic and smartly presented.
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