

Position:		Receptionist
Reporting to: 	Office & Facilities Manager
Hours:		Monday to Friday 40 hours per week (0930 – 1830)

Job Summary
Working in close collaboration with the Senior Receptionist and as part of the Business Services Team, the focus of this role is to represent Chambers as the first point of contact to all visitors, clients and callers.  The role demands a proactive approach combining excellent client-facing customer service and support activities in the duties undertaken. 


Job Duties
· Answer calls politely and efficiently.   
· Transfer callers to the appropriate barrister or to the Clerks’ Room if necessary.  
· Meet and greet clients and visitors and offer refreshments when appropriate.
· Manage and maintain the conference room booking diary including all supplementary requirements such as video and telephone conferencing, AV, catering, etc.
· Order in-house catering as required.
· Prepare and serve tea, coffee, lunches to the conference rooms as required.
· Arrange restaurant bookings, travel and hotel reservation when required.
· Book couriers to Devereux Court and ensure barristers are aware of cost if requested.
· Assist with marketing functions before or after normal working hours as required.

· Keep the reception, kitchen, conference rooms, and library, public and stationery areas clean and tidy at all times - carry out regular checks through-out the day.
· Replenish DC 3 kitchen supplies daily.
· Emergency spot cleaning of all client facing areas.
· Monitor and order bathroom consumables for the building.
· Check the toilets on a periodic basis each day and replenish consumables.
· Ensure 9DC, library and first floor printers are stocked with paper twice a day.
· Deal with all copier maintenance issues and report to Canon.
· Monitor and order all catering and stationery supplies for Devereux Court.



· Report building maintenance issues to Middle Temple or the Office & Facilities Manager (O & F M).
· Monitor status of maintenance issues and keep the O & F M updated.
· Provide administrative support to the O & F M and other departments.
· Fire Marshall – training provided.
· Any other duties as may be required. 



[bookmark: _GoBack]Personal qualities and knowledge

· Previous reception experience in a professional services environment.
· Previous customer service experience.
· Excellent telephone manner with the ability to build effective working relationships with internal and external clients.
· The ability to communicate at all levels both written and orally.
· Strong efficiency and punctuality.
· Good knowledge of Microsoft Office.
· Sound organisational skills.
· The ability to remain calm under pressure.
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Application Form
	Job Title:
	Receptionist

	Closing Date:
	Noon on Monday 9 March 2015



Please note applications received after the closing date will not be considered.

	Personal Details

	Full Name:
	

	Address:
	

	Post Code:
	

	Contact Number:
	

	Email:
	



	Are there any restrictions on your ability to work in the UK?
	Yes
	No



If you do not have the permanent, unrestricted right to work in the UK, you should circle “Yes” to this question. Restrictions on your right to work in the UK may include any fixed‐term visa.

If you do have the unrestricted right to work in the UK, you should circle “No”.



	Do you have any special requirements if you are invited to attend an interview?
	
Yes
	
No




	If yes, please provide brief details here:

	





	Education & Qualifications

	Secondary School (Subjects)
	Grade/Result

	
	

	Academic/Professional
	Grade/Result

	
	

	Other Courses/Training
	Grade/Result

	
	




	Employment History


Please list your employment history, including any voluntary work, in date order starting with your current or most recent job.
	Employer:
	

	From:
	

	To:
	

	Brief Description of Duties & Responsibilities:
	

	Final Salary:
	£



	Employer:
	

	From:
	

	To:
	

	Brief Description of Duties & Responsibilities:
	

	Final Salary:
	£





	Employment History - Continued



	Employer:
	

	From:
	

	To:
	

	Brief Description of Duties & Responsibilities:
	

	Final Salary:
	£



	Employer:
	

	From:
	

	To:
	

	Brief Description of Duties & Responsibilities:
	

	Final Salary:
	£



Please continue on a separate sheet if necessary.



	Experience, skills and additional information

	Please refer to the job description and state how your experience to date makes you a suitable candidate for the role.  Where possible please provide examples relating to previous experience and knowledge gained through paid or unpaid employment, education or any other activities.  

	


Please continue on a separate sheet if necessary.




	References



Please supply two names and contact details of people who are able to confirm details of your previous employment one of which should be your most recent employer.  If you have not been previously been employed please provide the contact details for an academic reference. 

Reference will be taken only with your consent.

	Reference One

	Name:
	

	Company:
	

	Relationship:
	

	Address:
	

	Post Code:
	

	Contact Number:
	

	Email:
	






	Reference Two

	Name:
	

	Company:
	

	Relationship:
	

	Address:
	

	Post Code:
	

	Contact Number:
	

	Email:
	









	Declaration





I declare that the information provided on this form is correct.



Signed………………………………………………………………………………...




Dated………………………………………………………………………………….




Please complete the Diversity Monitoring Questionnaire.  This form will be separated from your application on receipt and will not form part of the selection process and will be passed to the Diversity Data Officer (Mark Noble) for recording purposes only. 

Completed applications forms should be emailed to recruitment@devchambers.co.uk or posted to:
Mark Noble
Devereux Chambers
Queen Elizabeth Building
London
EC4Y 9BS

Applicants selected for an interview will be notified as soon as possible after the closing date.




Notification and Consent Form for Diversity Data

Please read this notification before you consent to the submission of your Diversity Data.


Devereux Chambers is required by the Bar Standards Board to give you the opportunity to submit diversity data so that, as further described below and in the Diversity Data Policy (available on request), such data may be published in anonymised summary form. This requirement is in order to provide transparency concerning recruiting and employment activities.  Your diversity data will be processed by the Diversity Data Officer (and by other parties under his/ her direction) in order to fulfil the requirements set down by the Bar Standards Board.

The information that you are asked to provide in the section below will be treated in the strictest confidence. The information requested covers those areas covered in the BSB’s Equality Rules and Guidance. It will be held confidentially by the Diversity Data Officer and will be used solely for statistical monitoring purposes.

You are not obliged to answer all or any of the questions but in providing this information you will help us to ensure that our recruitment is fair and objective for all

Diversity data, as defined by the Bar Standards Board is considered to be information relating to the following characteristics: age, gender, disability, ethnic group, religion or belief, sexual orientation, socio-economic background and caring responsibilities.  You may submit this diversity data through the questionnaire attached.  You are under no obligation to provide diversity data and if you submit diversity data, you do so voluntarily.  

· To confirm that you explicitly consent to providing the data and the processing of your diversity data as described in this notice and consent form 
Please tick this box to confirm this [    ] 
You are under no obligation to give this consent.

If there are fewer than 10 individuals in job category, it may be possible for a third party to identify individuals when anonymous data is published.  For this reason, and with the exception of data relating to gender, we will not publish anonymous data on such jobs categories without the explicit consent of all individuals within such a job category.

· If you explicitly consent to the publication of your diversity data in anonymous form even if there are fewer than 10 individuals identified against one or more of the characteristics, Please tick this box to confirm this [    ]. 
You are under no obligation to give this consent.

If you would like further information about the collection and use of diversity data, please refer to our Diversity Data Policy, (available on request).  You have a right to object to the use of your Diversity Data at any time, or withdraw your consent to its use, by contacting the Diversity Data Officer, Mark Noble.
Diversity Monitoring Questionnaire - Strictly Private and Confidential
Please answer each question in turn by choosing one option only, unless otherwise indicated. If you do not wish to answer the question please choose the option “Prefer not to say‟.  
Thank you for your participation.
Candidate reference: [insert reference number here]

1. Gender
What is your gender?
	
	

	Male
	

	Female
	

	Prefer not to say
	



2. Age
From the list of age bands below please tick a box to indicate the category that includes your current age in years:
	
	

	16 – 24
	

	25 – 34
	

	35 – 44
	

	45 – 54
	

	55 – 64
	

	65+
	

	Prefer not to say
	



3. Disability
The Equality Act 2010 generally defines a disabled person as someone who has a mental or physical impairment that has a substantial and long-term adverse effect on the person’s ability to carry out normal day-to-day activities.

(a) Do you consider yourself to have a disability?
	
	

	Yes
	

	No
	

	Prefer not to say
	



(b) Are your day-to-day activities limited because of a health problem or disability which has
lasted, or is expected to last, at least 12 months?
	
	

	Yes, limited a lot
	

	Yes, limited a little
	

	No
	

	Prefer not to say
	


4. 
Ethnic Group
What is your ethnic group?

Asian / Asian British
	
	

	Bangladeshi
	

	Chinese
	

	Indian
	

	Pakistani
	

	Any other Asian background (write in)
	



Black / African / Caribbean / Black British
	
	

	African
	

	Caribbean
	

	Black, Black British
	

	Any other Black / Caribbean / African  (write in)

	



Mixed / multiple ethnic groups
	
	

	White and Asian
	

	White and Black African
	

	White and Black Caribbean
	

	White and Chinese
	

	Any other Mixed / multiple ethnic background (write in)
	



White
	
	

	British / English / Welsh / Northern Irish / Scottish
	

	Irish
	

	Gypsy or Irish Traveller 
	

	Any other White background (write in)
	



Other ethnic group
	
	

	Arab
	

	Any other ethnic group (write in)
	



Prefer not to say
	
	

	Prefer not to say
	



5. Religion or belief

What is your religion or belief?
	
	

	No religion or belief
	

	Buddhist
	

	Christian (all denominations)
	

	Hindu
	

	Jewish
	

	Muslim
	

	Sikh
	

	Any other religion (write in)
	

	Prefer not to say
	




6. Sexual orientation

What is your sexual orientation?
	
	

	Bisexual
	

	Gay man
	

	Gay woman / lesbian
	

	Heterosexual / straight
	

	Other
	

	Prefer not to say
	




7. Socio-economic background

(a)	If you went to University (to study a BA, BSc course or higher), were you part of the first generation of your family to do so?
	
	

	Yes
	

	No
	

	Did not attend University
	

	Prefer not to say
	



(b)	Did you mainly attend a state or fee paying school between the ages 11 – 18?
	
	

	UK State School
	

	UK Independent / Fee-paying School
	

	Attended school outside the UK
	

	Prefer not to say
	


8. Caring responsibilities

(a)	Are you a primary carer for a child or children under 18?
	
	

	Yes
	

	No
	

	Prefer not to say
	



(b)	Do you look after, or give any help or support to family members, friends, neighbours or others because of either:
– Long-term physical or mental ill-health / disability
– Problems related to old age
(Do not count anything you do as part of your paid employment)
	
	

	No
	

	Yes, 1 – 19 hours a week
	

	Yes, 20 – 49 hours a week
	

	Yes, 50 or more hours a week
	

	Prefer not to say
	



Thank you for completing this questionnaire

 Please ensure you have ticked the two consent boxes on the first page of this questionnaire if you consent to the full use of the data you have provided.
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