Job Description – Slade Legal – Vacant

Job Title: 		Reception Team Leader
Department:	Reception

Reports to:		Office Manager

Location:		The Greenhouse, Stratton Way, Abingdon, Oxfordshire, OX14 3QP

Hours:	Permanent / Full time / 35 hours per week 
	Monday to Friday 9:00 am – 5:00 pm 
	
Start date:		ASAP  
 
Salary:		£26,500 - £29,000 FTE per annum dependant on experience 

Other benefits:	5% employer / 5% employee contributions on qualifying earnings
Company sick pay scheme
Cycle to work scheme	
Discount on legal and estate agency fees
25 days holiday + usual bank holidays
Additional day off for your birthday

About the organisation:	 
 
We are a well-regarded and established high street business based in Oxfordshire, employing about ninety staff. We provide a full range of professional legal services from our three high street offices in Abingdon, Didcot and Wallingford and an estate agency and lettings service from Abingdon and Didcot. Our head office is based in Abingdon.

Main purpose of the job:
To support the Office Manager in providing an efficient reception service to clients and company staff. To undertake and oversee a full range of administrative and receptionist duties. To manage the reception staffing resource and maintain a seamless experience for clients and staff. 

The Candidate
The successful candidate will have a passion for service excellence and will have excellent communication skills. They will be flexible and adaptable with a keen eye for detail. They will be able to respond to the needs of the office, leading a team of receptionists across three legal offices while ensuring a professional service is provided to clients.

The role
· To oversee the daily operational activities of the reception desks, including travelling between the three legal offices
· Ensure that agreed service levels are maintained and exceeded where possible
· Produce, manage and operate the reception rota, including lunch rotas, sickness and future planned absences, planning cover and playing a flexible role to cover team absences when required
· Deliver training to new receptionists ensuring they are given the skills needed to successfully carry out their role
· Travel to each office to complete the monthly office checks
· To work closely with and the Office Manager and undertake any delegated tasks
· To support the Office Manager with appraisals and performance management of staff, including quarterly meetings with the reception team

Skills and personal attributes
· Someone proactive who can lead, motivate and inspire the team to provide a professional client experience
· Someone who can take initiative to create more efficient processes and implement new best practices
· Someone who can provide guidance and support to the existing receptionist teams
· Experience of working as a receptionist or front of house role
· Experience of motivating and developing a team
· Someone with a minimum of one year’s reception experience 






Person Specification:

	
	Desirable
	Essential

	Someone who can work from the office to cover Monday to Friday 9-5pm 
	
	X

	Someone with a clean driving licence who can travel to the three legal offices, sometimes at short notice
	
	X

	Someone with a minimum of 1 year’s reception experience
	
	X

	Someone who can oversee the daily operation activities of the reception desk
	
	X

	A person who is client driven and will strive to meet agreed service levels 
	
	X

	Someone who has worked within a solicitor’s practice
	X
	

	A person who is confident with Outlook and Office
	
	X

	A professional, confident verbal communicator who can present a professional front facing environment and build positive working relationships with company staff and clients
	
	X

	A person who is well organised and can plan rotas and cover absences within the reception team
	
	X

	Someone who can work closely with the Office Manager to carry out tasks
	
	X

	Someone to provide support, guidance and training to the reception team 
	
	X

	Someone who will abide by all company HASAW requirements
	
	X
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