	Job Description and Personal Specification
	



	Title:
	Receptionist 

	Objective:
	To provide an effective and welcoming reception service within the firm.

	Responsible to:
	The Partners


	Key Tasks

	1. Greeting clients on arrival and directing them to the appropriate fee earner

2. Switchboard duties

3. Maintain central diaries and making appointments when required

4. Ordering and delivering outgoing mail

5. Updating legal reference materials

6. Relief typing/secretarial duties

7. Ensuring file management is in accordance with Quality Procedures Manual, LAA Contract and Lexcel/SQM requirements.

8. Contribute to maintaining a safe and healthy working environment

9. Contribute to maintaining and improving office procedures 
10. Ensuring compliance with Equality and Diversity Policy

11. Any other duties which from time to time are required by the firm




	Person Specification

	
	Essential
	Desirable

	SKILLS
	Strong interpersonal skills.


	Audio typing.

	KNOWLEDGE
	The firm’s switchboard equipment essential.


	The firm’s word processor software.



	EXPERIENCE
	Experience in a solicitors practice. 
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