JOB DESCRIPTION

JOB TITLE:

Receptionist
REPORTING TO:
Financial Manager
SALARY:

To be discussed
HOURS:

39 hours per week
LOCATION:

Ortus Head Office




Twin Spires Centre




155 Northumberland Street




BELFAST, BT13 2JF.

MOBILITY:
All Ortus sites within Greater Belfast and Lisburn and elsewhere as determined by the General Manager.
MAIN FUNCTIONS OF THE JOB
To provide high quality administrative support and reception duties.
_________________________________________________________________________
TASKS AND DUTIES

RECEPTION

1. Answer all telephone calls, deal with telephone calls where appropriate, and direct all other queries to the relevant staff member.
2. Act as a first point of contact, greeting visitors to the office, providing them with refreshments as required
3. Preparation and set-up of Board room for internal and external meetings.

4. Ensure the reception area is tidy and presentable at all times.

5. Distribution of all incoming mail ensuring that all outgoing mail is properly franked and recorded.

ADMINISTRATION SUPPORT

1. Support Financial Manager in the day to day running of the office and financial admin with tasks as determined from time to time such as filing
2. Typing Board meeting minutes as required

3. Provision of administrative assistance to specified managers and staff in consultation with the Financial Manager
4. Assist the Property Manager with correspondence on an adhoc basis 
5. Assist all staff as required in general administration duties  

COMMUNICATION

6. Liaising with outside contacts including contacting clients by phone as required
7. Opening and distributing incoming mail according to financial procedures

8. Dispatching outgoing mail

9. Responding to information requests from staff, the public, outside contacts, tenants, clients and the Board of Directors
STATIONERY AND CONSUMABLES
10. Ensure adequate supply of office consumables in conjunction with the Financial Manager and General Manager

11. Carry out stationery stock control and purchasing of same. 

12. Manage the supply of stationary to staff 

ORTUS TENANTS

13. Filing, archiving, and sorting paperwork
14. Provision of services to Ortus tenants, i.e. photocopying, faxing, typing, board room bookings and recording all charges
OFFICE EQUIPMENT

15. Manage the office equipment to ensure they are fully operational and well stocked and competitively priced. 

OTHER

16. Continued evaluations of client satisfaction levels, implementation of any actions as a result of feedback.

17. Maintain security and confidentiality of Company business at all times. 
18. Any other duties as may be deemed appropriate by the General Manager to support the team as and when required.
Person Specification

	Post: Ortus Receptionist 

	Requirements
	Essential
	Desirable

	Experience required
	Proven experience delivering administrative support in a busy office environment including regular:

· Word-processing of correspondence and inputting data into databases

· Answering telephone calls and greeting people in a professional manner
· Maintaining manual and electronic filing systems 

Demonstrable experience of proficiently using MS Office to include Word, Excel, Outlook and PowerPoint

Proven experience of successfully managing and prioritising a varied and busy workload

	A minimum of 1 years proven experience delivering administrative support in a busy office environment including regular:

•Word-processing of correspondence and inputting data into databases

•Reception duties

•Maintaining manual and electronic filing systems

Experience using sage 50 accounts or similar

	Educational attainment
	A minimum of 4 GCSEs grades A*-C or a level 2 qualification in administration or equivalent


	A formal qualification in word processing (RSA stage II, Parts 1&2 or equivalent).

	Skills and aptitudes required
	Excellent interpersonal and communication skills with ability to act as a first point of contact to visitors and undertake telephone calls to clients as required

Excellent written communication skills
	

	Personal qualities required/Other
	Ability to work effectively and flexibly as part of a small team and using initiative.

Customer focused with a positive attitude
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