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	Job Description

Reviewed January 2014             

	Job Title: 
Receptionist 
	Reports to:  
Centre Manager

	Job Holder:  
	Location: 

	Role Purpose 

The Receptionist will be responsible for assisting and supporting the Centre Manager and Assistant Manager in the smooth operation of his/her centre, whilst also maintaining an efficient, helpful administrative base from which licensees can operate their businesses.  

	1. Principal Accountabilities 
Reception and Administration

· Receiving visitors in a professional manner, ensuring a positive first impression of Basepoint
· Answering telephones and directing calls appropriately
· Taking accurate messages and ensuring they are forwarded to the intended recipient

· To ensure that the CRM system is updated as required
· Monitoring central email and actioning or forwarding where appropriate

· Typing of documentation as required

· Complete all copying, faxing and scanning requirements
· Monitoring of stationery levels and ordering as appropriate
· Booking and servicing of meeting room bookings including arranging catering and refreshments

· Handling of incoming and outgoing Licensee mail

· Ensure point of sale entries onto the billing system

· Preparing of new memberships

· Send batch emails for marketing and business development purposes
· Ensuring the Reception area is well maintained and fully stocked with Centre brochures, leaflets and licensee handbooks are at hand
· Ensure that all Company policies, procedures and work practices are in place and communicated to licensees/occupiers in a professional manner.

· Undertaking basic patching and programming for telecommunications where appropriate
Co-ordination of Centre Management: 

Assisting the Centre Manager and Assistant Centre Manager where necessary to:

· Ensure that client documentation, Licence Agreements and other licensee documents, client ID checks, inventories and questionnaires, both at commencement of occupancy and on departure, are completed in a timely manner.

· Create an environment which promotes good quality customer care.
· Performing Centre viewings in the Centre Manager and Assistance Centre Manager’s absence.
· Greet potential new Licensees and Customers and, in the absence or unavailability of the Centre Manager or Assistant Manager, accompany prospective occupiers on inspection visits
· Ensure all licensees receive a timely, comprehensive and continuing orientation of services and procedures.
· Ensure that all vacant units are in a ready to show/occupancy condition at all times.

· Ensure competent operation of company invoicing and CRM systems in order to produce financial documents such as invoices.
· Maintain an up to date contact database and produce timely and accurate reports in line with company requirements.

· Ensure that the Company Health & Safety policy is implemented at the Centre.

· Control security guards, ensuring security systems are operating correctly and ensuring cleaning performance is consistent with Company requirements.
· Ensure familiarity with the emergency procedures established for each Centre.
· Ensure that office equipment and services are adequate to meet license demand and kept in good working order.  
· Liaise with the handyman regarding any maintenance issues.
· Provide general support to the Centre Manager and Assistant Centre manager in their absence.
Assistance with Financial Management:
· Assisting the Manager and Assistant Manager  in ensuring all invoice monies are collected and banked in accordance with Company policy and advising the Centre Manager where any problem arises or may arise.

· Processing of purchase invoices
· Preparation of monthly rental invoices and contract services invoices

· Preparation of banking

· Receiving/collecting rents
· Assisting in the control of Petty Cash and accompanying transactions.

· Where possible, minimising controllable expenses whilst recognising marketing and occupancy targets.
Business Development:

The Receptionist will support the Centre Manager and Assistant Centre Manager to:

· Achieve lettings, including follow up, and closely monitoring all current prospects.

· Implement marketing programmes and activities including up to date competitor analysis, as directed by the Centre Manager.
· Arrange and organise, as directed, any PR and marketing of the Centre.
· Implement and assist in all other corporate policies, as reasonably requested or required.

· Update the Centres presence on the company website and social media platforms, including and not limited to Twitter, Facebook and LinkedIn with up to date centre information, news stories and events.

· Provide attendance at internal and external networking events.



	2. Person Specification

Key Knowledge and Experience Required:

Essential:

· Demonstrable receptionist experience in a similar customer facing environment.

· High quality administrative skills, particularly the ability to use Word, Excel and Microsoft Office tools to a high standard.

· A good command of the English language and its uses within an electronic environment such as Social Media and the Internet.

· Basic level knowledge and understanding of sales and marketing.

· An excellent and confident telephone manner.

· Confidence in liaising with third parties, both client and supplier at all levels within an organisation, verbally and in written format.

· Ability to organise own workload.

· Confident Self-starter used to working as a team player in a busy environment.

Desirable:

n/a


	This job description is intended to reflect, in outline, the responsibilities of the post-holder which may change over time in line with the Corporate and local business needs of Basepoint.  It will therefore be subject to periodic review.




