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	Job Description

Secretary


	Name:
	

	Job Title:
	Secretary


	Line Manager:
	


	Nature & Scope:
	Provides support to fee earner(s) to enable them to deal with clients efficiently and effectively.  Delivers high level of customer service to clients.  Projects a professional image to visitors and telephone callers at all times by greeting, welcoming, and directing them appropriately.   Works collaboratively with colleagues to facilitate the smooth running of the office.  



	Key Competencies:
	· Customer service focus

· Ability to produce work with accuracy

· Professional personal presentation

· Information management

· Organised

· Attention to detail


	· Reliability

· Ability to type at 50 words per minute

· Self-motivation

· Ability to work unsupervised

· Verbal and written communication

· Time keeping





	Greeting visitors
· To greet visitors efficiently, and in a positive, professional and friendly manner

· To project a positive and professional image to visitors to the office, including personal presentation

· To make visitors feel welcome 
· Preparing meeting rooms for your fee earner prior to them seeing visitors
· To tidy meeting rooms after your fee earner has finished using it
Collaborative working

· To maintain good working relationships with colleagues

· To backfill other administrative functions within the office as required – for example providing cover for reception

· To use departmental and office directory to ensure efficient transfer of calls, both internally and to all other office locations

Safety awareness

· To monitor visitor access and maintain security awareness, following appropriate policies and procedures

· To ensure that their working environment is safe and clean and to eliminate potential slip and trip hazards

· To report any potential safety hazards to line manager
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