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Receptionist 
Job Specification 

JOB DESCRIPTION 
 
Employment status: Permanent, part time 
 
Hours: 30 hours per week: 12.00 p.m. to 6.00 p.m. Monday to Friday 
 
Location: Horizons, 60 Queens Road, Reading, RG1 4BS 
 
Department: Finance and Resources  
 
Manager: Facilities Manager 
 
Liaises with: Internal colleagues, external visitors, external suppliers, delivery agents 

Summary of the role 

In this front of house, customer facing role, you will manage general enquiries via phone and email, and 
welcome visitors and delivery agents to UCEM.  You will manage and co-ordinate meeting room bookings and 
car parking arrangements, and will work closely with your colleagues in the wider Facilities team to ensure that 
Horizons is a well-managed office. 

Duties and responsibilities 

 Answer telephone calls in a professional manner, answering general enquiries where possible or 
redirecting calls accordingly. 

 Deal with email enquiries promptly and professionally. 

 Provide visitors to UCEM with a polite and professional welcome, ensuring that they sign in and are alerted 
to health and safety guidelines for visitors.  Show visitors to the relevant waiting area or meeting room, and 
notify the relevant UCEM employee of their arrival. 

 Manage meeting room bookings for the Executive Meeting Rooms, sending acceptances and liaising/co-
ordinating with employees regarding room set up.  Confirm requirements to Concierge/Building Porter in a 
timely manner to ensure that rooms are ready in advance of bookings.  Make sure there is a clear schedule 
in place of events/bookings and that checks are in place at the start/end of each day, ready for the next 
day. 

 Organise catering for meetings as and when required.  Liaise with Concierge/Building Porter to ensure that 
refreshments (tea and coffee) are provided for and during meetings. 

 Manage visitor car parking, ensuring that visitors are notified of which parking bay to use in advance of 
their visit to Horizons.  This will involve regular liaison with employees regarding free spaces. 

 Manage ad-hoc employee car parking requests, ensuring that car parking is allocated fairly and records of 
ad-hoc car parking bookings are maintained.  Notify patterns of regular use (and potential abuse) to the 
Facilities Manager. 

 Organise taxis for employees (for business travel) and visitors where required. 

 Be the first point of call for any facilities matters and refer tasks on to the Concierge/Building Porter as 
required. 
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 Report any building and maintenance issues to the Facilities Manager. 

 Check orders placed and take delivery of consumables, contacting Concierge/Building Porter to distribute 
and store goods appropriately. 

 In conjunction with the Concierge/Building Porter, maintain the notice board in The Hub (café) area. 

 Provide cover within the team as and when required, including covering the Concierge/Building Porter and 
facilities tasks during periods of sickness and annual leave. 

 Undertake any other duties associated with the nature of this role which may be required from time to time. 

Line management responsibilities 

None 

Financial accountabilities  

None 
 

PERSON SPECIFICATION 
 

A = Application/CV      I = Interview      T = Test 
 

Qualifications and training 

Essential How tested Desirable How tested 

GCSE English and Maths or 
equivalent 

A Customer service training A 

  Food hygiene certificate A 

  Fire Safety training A 

Previous experience 

Essential How tested Desirable How tested 

Reception, office and 
administration experience 

A I Experience in a similar role 
including event co-ordination 

A I 

  Experience within the same or 
similar sector 

A 

Skills, knowledge and aptitudes 

Essential How tested Desirable How tested 

Strong verbal and written 
communication skills 

A I   

Demonstrates a warm and 
welcoming manner; professional 
attitude and appearance 

I   

Demonstrates a customer service 
approach to responding to 
enquiries 

I   

Ability to remain calm, not get 
flustered, problem solver; ability to 

I   
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work on own initiative and under 
pressure 

Organisational skills and the ability 
to meet deadlines; multitasker 

I   

Ability to take ownership of tasks 
from start to completion 

I   

Ability to build relationships both 
internally and externally 

I   

Ability to work both independently 
and as part of a team 

I   

Attention to detail  A  I   

Good MS Office skills including 
Outlook (room bookings) 

A  I 
 

 

BENEFITS 
 Salary range £18,000 to £22,000 per annum Full Time Equivalent.  Note our FTE is 35 hours per week. 

 24 days paid holiday (rising with service to 27) plus paid bank / public holidays and up to 5 paid closure 
days; all per holiday year Full Time Equivalent. 

 Pension scheme (auto-enrolment) and life assurance. 

 Employee Assistance Programme. 

 Childcare Vouchers. 

 Voluntary Healthcare Scheme. 

 Charity giving. 

 Access to IT discounts. 

 There are limited parking spaces at Horizons but you may ask to join the Waiting List. 

APPLICATION PROCESS 

Preferably by email to recruitment@ucem.ac.uk 

Please send the following documents: 

1) Your up-to-date CV; 
2) A covering letter outlining your suitability for the role; and 
3) A completed Recruitment Check Form, available from the jobs section of our website at 

www.ucem.ac.uk 

Internal applicants are advised to inform their line manager of their application. 

Informal discussion 

For an informal discussion about the role, or any other enquiries, please contact the HR team on 0118 921 
4391 / 0118 467 7051 or email c.manning@ucem.ac.uk or r.kipling@ucem.ac.uk       
 
NO AGENCIES - WE DO NOT USE AGENCIES NOR CAN WE ACCEPT CV SUBMISSIONS 

 

 



Job Specification 
Continuation Sheet 

 

 
UCEM 08/2016 Page 4 of 4 
 

Closing date 

Friday 2 September 2016 at 4.30 p.m. 
 
Any appointment to this post is conditional upon and subject to an enhanced certificate (criminal record 
check) issued by the Disclosure and Barring Service (DBS), which will also include a check of the DBS 
Barred Lists. 


