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JOB DESCRIPTION

JOB TITLE: Receptionist (Part Time- Sheffield)
REPORTS TO: Senior Clerk

LOCATION: 7 Leopold Street, Sheffield

JOB SUMMARY:

To provide a polite, professional and effective Reception and telephony service to Chambers
being the link between solicitor clients and Chambers. To ensure conference facilities
(rooms and refreshment orders) are planned for the day ahead and the waiting room is
maintained in presentable order.

1. KEY RESPONSIBILITIES AND DUTIES

1.1 Reception Services
To provide an efficient and welcoming reception to anybody entering by:

1.

Receiving visitors in reception in a friendly and professional manner, notifying the
appropriate barrister or clerk of their arrival;

Ensuring that clients are not kept waiting or are made aware of delays and kept
comfortable;

Alerting clerks when barristers are unable to receive conferences on time;
Receiving and logging hand-delivered post and notifying clerks and members as
appropriate for collection and distribution. Anything delivered ‘by hand’ to be
given to the clerks urgently;

Ensuring the waiting room and reception area is always tidy and presentable,
calling on help from colleagues where necessary (e.g. for coffee refreshment);

To ensure the area is kept free of congregating people — directing to the waiting
room and conference rooms efficiently and communicating with colleagues to
assist as necessary.

1.2 Telephony Services
Working with the Receptionist/Telephony Teams across Chambers if needed to take
calls through the switchboard, ensuring that a professional, friendly and helpful
service is given to all callers by:

1.

2.
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Receiving and appropriately redirecting telephone calls — ensuring calls are
answered quickly and transferred to the appropriate person or voicemail;
Taking accurate messages and passing them on in a timely manner.



1.3 Conference Facilities
To assist with arrangements for barristers’ conferences and internal meetings by:

1.

2.
3.
4

Ensuring allocation of conference rooms in accordance with local procedures;
Maintaining the allocation in line with the plan;

Informing members of arrangements for their meetings;

Liaising with the Office Assistants and clerking team to ensure conference rooms
are set out in accordance with service standards, ensure requested refreshments
are arranged for meetings and conferences and to ensure rooms are cleared after
conferences.

1.4 General

1. To have a flexible approach and provide additional support to Chambers as work
allows (e.g. helping with outgoing post, mini pupillage arrangements)

2. To ensure personal conduct is in line with the equality and diversity policy.

3. To promote a culture of continuous improvement by personal example and
quality of contribution.

4. To take reasonable care for your health and safety and that of other persons who
may be affected by the performance of your duties.

2. Key Performance Indicators
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Welcoming and professional front of house service (in person and on the phone)
— positive reports, no complaints;

Working in accordance with Chamber’s Service Standards with regards to call
handling and front of house service

Recognition of regular callers and visitors

Good rapport built with barristers, staff, solicitors

Waiting room and reception kept tidy;

Effective team working with colleagues ensures conferences and facilities are
well serviced

Efficient use of conference facilities;

Health & Safety procedures observed;

Colleagues, barristers and service recipients treated with dignity and respect in
keeping with the Equality & Diversity Policy.
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PERSON SPECIFICATION

FRONT OF HOUSE RECEPTIONIST/TELEPHONIST

Standard

Essential

Desirable

Qualifications,
knowledge,
experience

Good general level of secondary education —
including O-level/GCSE English Grade C or
above or equivalent

Substantial experience of reception work (E) in
a professional services environment (D)

Experience of answering and transferring
volume telephone calls

Experience of working front of house in a legal
(D) or other similar professional services
environment (E)

Experience of working with a telephone
switchboard

Experience of working as part of a team, having
to communicate effectively to deliver a service

Skills &
abilities

Confident, friendly, outgoing, and courteous
communicator, giving a professional first
impression in person and on the phone.

Strong listening skills for effective
understanding of call needs and message taking

Confident IT and telephone user

Ability to multi-task in a fast-paced
environment

Flexible approach — able to re-assess priorities
and change task according to need

Ability to stay calm when reception and phones
are busy

Good with remembering names and faces

Attention to detail

Strong team worker

Smart, professional appearance
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