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JOB DESCRIPTION – Reception & General Office Assistant
Role: General office administration duties including, without limitation:

· Reception – Answering all phone calls, taking messages, replying to emails as requested. Greeting visitors, making tea and coffees etc 

· Secretarial – Typing and marking up documents. Copying, scanning and sending faxes. Replying to emails and correspondence as requested
· Diary Management – Managing diaries for Partners, meeting room and parking space 
· Filing – Assisting with general filing

· General Office – Monitoring kitchen supplies and ordering. Making sure meeting room, reception area and kitchen are kept tidy 

· Post – Preparing and sending out post, opening and distributing/ filing, taking special deliveries to Post Office. Booking couriers

· General PA – Managing and updating databases. Assisting with other ad hoc projects and duties as requested.
For further information please contact Jamie Singer (Jamie.singer@onsidelaw.co.uk) 020 7384 6920 or Rionne Preuveneers (rionne.preuveneers@onsidelaw.co.uk).
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