CHARLES LUCAS & MARSHALL

Job Description 
Job Title:
Receptionist/ Administrator– Full Time

Job Holder:
     TBC
Team:
Administration

Hours of Work:
8.45 am to 5:15pm. 37.5 hours per week, with an hour for lunch.

Reporting to:
Marie Verney as Acting Hungerford Head of Office and Abigail Witting HR Manager (Head of Team)

This position is at the Hungerford Office of Charles Lucas & Marshall at 28 High Street, Hungerford, Berkshire RG17 0NF.
Receptionist Duties
1. Telephone. To answer all calls promptly and courteously and forward as appropriate. 

2. Reception. To ensure that reception is kept tidy at all times. To meet and greet visitors and to arrange for General Office to escort visitors as appropriate.

3. Room Bookings. To monitor use of meeting rooms including producing daily diary sheets.

Administration Duties
4. Photocopying/Scanning documents and plans. Binding documents and presenting work neatly and efficiently. Ordering photocopier supplies as required.
5. Post and Mail. Sorting and categorising outgoing mail for delivery by hand, by DX, by post or internal mail. Recharging the franking machine with money as necessary.
6. Filing. To ensure that the main archive filing systems for Files, Wills, and Deeds, is kept up to date and packet details are entered on the database and filed accordingly. To retrieve packets on request and ensure that they are returned to their correct location and updated accordingly. To send probate and EPA’s/LPA’s to Newbury for storage using tracked DX.
7. Maintenance of appropriate systems for the archiving, of files including ensuring all queries relating to monies still showing on the client account are raised with fee earners and resolved before archiving the files.

8. Library duties. To keep loose-leaf publications up to date and amendments recorded.

9. Meeting Rooms. Ensuring meeting rooms are kept clean and tidy. Set meeting rooms up for seminars, conferences etc. 
10. Accounts Database

(a) Time sheets
(b) Banking Duties: Processing cheques in and out of Client and Office Account. Writing out cheques filling in appropriate forms.
(c) Petty Cash: maintain appropriate records and issue petty cash as required.
11. Shredding paperwork for Head of Office.

12. Other administrative duties i.e. holiday forms, attendance sheets, assisting fee earners with costing files, keeping up to date and stock checking Povey/Barlow deeds.

13. To provide central contact point for maintenance/health and safety in liaison with the Head of Office. (e.g. taking photocopier meeting readings, replacing toners and fusors.)
14. To order stationery and kitchen supplies for the Hungerford office in liaison with the Firm’s stationery controller (currently Anthony Cairns).

15. To maintain address lists for Hungerford on Public Folders.
Person Specification

Training will be given on all the equipment and procedures. The successful applicant will be able to 

1. Effectively deal with a busy switchboard. Answer the telephone in an efficient and calm manner and have the ability to deal with queries of a sensitive nature.

2. Work quietly and efficiently giving methodical attention to detail.

3. Be courteous to visiting clients and staff.

4. Show enthusiasm and commitment to this busy role.

5. Be well presented.

6. Ability to work alone rather than with direct supervision.

7. Be willing to take responsibility for their workload and prioritise accordingly with reference to the other General Office/Reception Team Members.

8. Sound general education and commensurate level of intelligence. 

9. The successful candidate will have some computer skills and be willing to undertake training with Microsoft Outlook and the use of Access.

10. Commitment to the principles of solicitor’s profession, in particular preservation of complete confidentiality regarding all clients of Charles Lucas & Marshall and their matters.

It is this firm's practice to periodically examine and update job descriptions and to update to ensure that they relate to the job as then being performed. Accordingly, the firm reserves the right to require changes to your job description from time to time after consultation with you.

Agreed by  __________________________________________ Dated: _______________
(Job Holder)

________________________________________________________________
Agreed by a by HR Manager on Behalf of the Partners of Charles Lucas & Marshall
Dated: ___________________________________
JD- Receptionist/ Administrator- Hungerford
24.11.09

