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        “Leadership, Partnership, Democracy, Inclusivity”

	Role:
	Casual Receptionist 

	Department:

	Imperial College Union

	Campus location:
	South Kensington Campus 

	Responsible to:             


	Administration Support Coordinator 

	Key Working Relationships (internal):
	Head Receptionist, Finance, Student Activities, Student Development, Education & Welfare 

	Student Hourly Rate: 
	£8.78


	Imperial College Students’ Union is an innovative, democratic and fast-growing organisation based in South Kensington supporting students studying at Imperial College London. Collectively, we provide students with the opportunities, training and support to develop their skills and experience through a diverse range of recruitment prospects.  
Role Description:
We are looking for a Casual Receptionist to work alongside our Head Receptionist to manage our front desk and perform a variety of administrative tasks. As a Casual Receptionist, you will be the first point of contact, offering administrative support to members of staff as well as students across the union. You will coordinate front-desk activities, including welcoming guests, distributing correspondence and redirecting phone calls to the right department.
To be successful as a Casual Receptionist, you should have a pleasant personality, as this is also a customer service role. You should also be able to deal with emergencies in a timely and efficient manner, while streamlining office operations. This role will require you working in shifts, so flexibility is a plus.

Ultimately, a Receptionist’s duties and responsibilities are to ensure the front desk welcomes guests positively, and executes all administrative tasks to the highest quality standards. 

	Key Responsibilities: 
· Meet and greet members and visitors, ensuring visitors are looked after through to meeting their host and to announce visitors as appropriate in line with the team agreement.

· To deal with any complaints in a calm and professional manner, escalating to the correct person when needed.

· To answer the telephones in a friendly, timely and professional manner and manage the switchboard as directed.

· To report any maintenance issues in the Reception, Meeting rooms and lobby areas etc. through the centralise College System
· Issue and Take in keys for the Union’s fleet of minibuses using the systems in place
· To receive and log all parcels
· Generate associate membership and assist with issues as and when required.
· Ensure that the Union’s procedure are followed in respect of "lost and found’’ items. 
· Support head receptionist with ad hoc duties.

	Person Specification


	Requirements
Candidates/ post holders will be expected to demonstrate the following 
	

	· Excellent communication skills
· Experience in customer service 

· Problem solving 

· Excellent administrative and organisational skills
· Ability to work in line with, GDPR legislation
· Attention to detail 

· Effective team working skills 

· ICT competency 


	

	· 
	


	Please note that role descriptions cannot be exhaustive and the post-holder may be required to undertake other duties, which are broadly in line with the above key responsibilities.

Our Standards help our staff live up to our values and provide a framework for development and growth.




