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	Position Title:
	Receptionist

	Supervising Partner / Manager / Supervisor:
	Business Services Team Leader, Hospitality

	Practice Group / Shared Services Team:
	Business Services

	Responsible for:
	-

	Centre
	Melbourne

	Date Created / Last Edited:
	May 2018


Working. Respect. Together

King & Wood Mallesons is committed to creating an inclusive, fair and respectful culture.  We require all partners and staff to contribute to a safe working environment which is free from unlawful discrimination and/or harassment.  We also require partners and staff to maintain a professional standard of dress, appearance and behaviour during work and at work related functions.

We acknowledge, understand, accept and value differences among all our people. This may relate to age, marital status, ethnicity, carer's status, gender, physical and mental disability, sexual orientation, gender identity, gender expression, spiritual practice or religious belief, for example.
We recognise the importance of reconciliation with Aboriginal and Torres Strait Islander peoples and pay our respects to them as the traditional owners of country.  
Position Summary 

As a member of the Business Services team, manage meeting rooms professionally and strive to create an exceptional experience for all guests visiting the client floor, welcoming all guests in a warm and professional manner and providing excellent customer service at all times.  Key deliverables in this role include anticipating client needs, confirming catering and working as part of team to ensure all meeting details are entered accurately and optimal utilisation and seamless service is achieved.  Working collaboratively and flexibly is key to this role, to ensure support is provided to the hospitality and business services teams.

Your Key Responsibilities
· Meet and greet all staff and visitors to the Centre in a courteous, professional and friendly manner

· Provide assistance and information on meeting room bookings, escort clients to meeting rooms and offer refreshments to clients
· Engage with clients in a highly professional manner and actively seek opportunities to enhance their experience 

· Ensure complete accuracy and all relevant data is captured in the Visitor Management system
· Manage all bookings for the client conference rooms, ensure catering & room requirements are confirmed daily

· Communicate clearly and give succinct direction to our visitors and staff regarding their movement throughout the centre and conference floors
· Answer calls to reception, take messages as appropriate and ensure that these messages quickly reach the person for whom they are intended
· Ensure the reception area is prepared and presented to the highest standard

· Liaise with and assist the wait staff to ensure the conference rooms are tidy and ready for the next booking
· Liaise with the Audio Visual and Business Services team to ensure room setup requirements are met
· Take delivery of ‘by hand’ envelope deliveries and inform the appropriate person in a timely manner of its receipt
· Work closely with the Hospitality team to ensure visitor’s needs are managed and met and provide assistance in the café as required
· Understanding and knowledge of the services offered by the firm and its current strategy 

· Invest in developing strong team and stakeholder relationships
· Behave in a manner that is consistent with the firm’s brand and reputation

· Assist and participate in projects as requested by the Hospitality Team Leader, Chef or National Hospitality Manager
· Perform other duties as requested by your manager, providing relief services for Business Services Team, Hospitality Team during leave and overload periods.

Your Key Relationships
· Clients/guests using our conference/function facilities

· All Business Services staff, in particular, the Hospitality team

· Partners and staff

· Events team

· Building management

· Support staff (Executive Assistants and Practice Assistants) as the main contacts in booking Catering needs

Capabilities

Our Capability Framework is a key tool to help drive business results and achieve our vision of leading the way in creating value, centred on what our clients need.

To succeed in this position the following capabilities are to be achieved:
People

· Respectful and supportive interactions that lead to firm high performance 
· Building effective teams by empowering and coaching people

· Leading through collaboration and accountability

Clients
· Consistently delivering superior client service

· Becoming a trusted advisor through deep understanding of the client

· Building strong and enduring client relationships

· Adapting flexibly to a changing environment to meet client needs
Firm
· Application of technical knowledge to advance the client’s commercial objectives

· Development of legal and industry/sector expertise

· Effective practice and project management

· Building your professional reputation 

· Achieving financial and cost targets

· Commitment to continuous improvement through innovation

· Applying business acumen in pursuit of opportunities for the firm and clients

· Effective workload and project management

Financial

· Applying business acumen in delivery of service to clients

· Achieving business, project and budget goals

· Commitment to continuous improvement through innovation

Skills and Attributes 

· Sound knowledge of reception and front of house operations, including previous experience in the corporate/hospitality arena, ideally within professional services
· Impeccable grooming with the ability to maintain a corporate uniform

· An impressive phone manner with the ability to communicate effectively at all levels

· Good planning and organisational skills, with an ability to prioritise work and meet deadlines

· High attention to detail

· Ability to work without close supervision with strong use of initiative

· Excellent interpersonal skills

· Customer service orientated with an ability to develop sound client relationships

· Accuracy and attention to detail

· Team focused, supporting all facets of the team to achieve a common goal
· Pro-active approach, shows initiative with a willingness to learn

· Results oriented

· Confident and reliable, being flexible in approach whilst able to remain calm under pressure

· Flexible in working hours

· Lateral thinker

Our Vision and Values

Our global vision…

‘To create a unified top tier global law firm headquartered in Asia’

Across our global firm we have values that guide us and that we aspire to live up to…

Client centric

Dynamic and entrepreneurial

One team.  One firm

Excellence and innovation

Stewardship

Global Perspective

…these are the same whichever part of the firm you working, in all countries.

As King & Wood Mallesons evolves to meet changing strategic and operational needs and objectives, so will the roles required of its staff.  As such, this document is not intended to represent the position which the occupant will performs in perpetuity.  It provides an overall view of the incumbent’s role as at the date of this statement.  In addition to this document, the specifics of the incumbent’s role will be described in local area work and project plans, and in performance plans developed by the incumbent and relevant partner/manager as part of KWM’s performance evaluation, development and progression processes.
Error! Unknown document property name.

[image: image1.jpg]