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JOB DESCRIPTION
This form summarises the purpose of the job and lists its key tasks.
It may be varied from time to time at the discretion of the College in consultation with the postholder.
	Job Title: Part Time Receptionist
	Job ref no: RVB-0139-25

	Grade:  2
	Department: RVC Business - LBIC

	Accountable to: Head of Business Services & Events
	Responsible for: N/A


	Job summary: 

Provide Reception support for the day-to-day running of the London BioScience Innovation Centre (LBIC), delivering excellent client-focused front-of-house service. The reception team are the main point of contact at LBIC for clients and visitors, so presenting an approachable and responsive attitude, demonstrating efficiency and building strong relationships are essential to the success of the business.



	Competency: Communication
Key tasks: 

· To deal with both face-to-face, email and telephone enquiries for client companies.
· To answer incoming calls in the client’s name and forward calls as appropriate.
· To contact service providers such as Courier companies and taxi firms to arrange services.
· To greet visitors, ensure smooth booking-in and inform appropriate client company of their arrival.

· To accept and sign for incoming parcels, maintain accurate log and ensure timely collection by correct client, paying attention to any time-sensitive or important items.



	Competency: Liaison and Networking

Key tasks: 

· To keep a diary of events, meetings and visitors expected.
· To liaise with Catering for hospitality orders.
· To communicate with staff via email and phone. 


	Competency: Teamwork and motivation

Key tasks: 

· To assist with the administration for the LBIC Team, logging issues or other important data using appropriate software packages.
· Provide basic administrative and events support on request. 
· Demonstrate full engagement and commitment to deliver effective services.
· Engage in regular team meetings, be receptive to diverse viewpoints and promoting inclusivity.


	Competency: Service delivery

Key tasks:

· To provide a professional and effective reception service.
· To handle all incoming and outgoing mail for client companies and Centre Management team.
· To provide administrative support to assist with monthly recharging of services to client companies, recording all on-demand reception services used.
· Daily checks of meeting rooms and communal areas to ensure good presentation and address issues.

	Competency: Initiative and problem solving

Key tasks: 

· To prioritise and organise a diverse workload.

· To work with minimum supervision.


	Competency: Sensory and physical demands

Key tasks:

· Take responsibility for keeping the reception area clear and tidy and information kept current and relevant.

· To ensure information is recorded accurately and passed on via email.


	Flexibility: To deliver services effectively, a degree of flexibility is needed, and the post holder may be required to perform work not specifically referred to above.


