  
    
  Receptionist

Posted 4 January by Squire Patton Boggs (UK) LLP 
 Competitive salary Birmingham, West Midlands Permanent, part-time
Squire Patton Boggs have an exciting opportunity for a Receptionist to join the team.
Location: Birmingham
Salary: Competitive + Benefits	
About Us:
Squire Patton Boggs is one of the world’s strongest integrated law firms, committed to providing insight at the point where law, business and government meet. We deliver commercially focused business solutions by combining our legal, lobbying and political capabilities and invaluable connections on the ground to a diverse mix of clients, from long-established leading corporations to emerging businesses, start-up visionaries and sovereign nations. More than 1,500 lawyers in 45 offices across 20 countries on five continents provide unrivalled access to expertise. In the UK, we have offices in Birmingham, Manchester, Leeds and London.

Receptionist – The Role:
Do you have exceptional customer service skills? Are you used to working within a professional services environment? We’re looking for an enthusiastic and professional receptionist to join our Business Operations team in our Birmingham office. We need a positive, polite and smart individual with a ‘can-do’ attitude and organised approach. Previous receptionist experience within a professional services environment will be highly beneficial to this role, however any receptionist with exceptional client service skills will be considered!
As part of a team of receptionists, you will be dealing with people of all levels from support staff to Partners and both internal and external clients. The team work on a rota basis to maintain cover between 7.30am and 6.00pm, therefore proven experience of working effectively in a team is essential.

Receptionist - Key Responsibilities:
In this role, you’ll not only be responsible for meeting and greeting visitors in a professional and courteous manner, but also carrying out a wide range of receptionist duties. You’ll be undertaking a number of PC based tasks including booking meeting rooms and maintaining the constant flow of reception emails. You’ll need to liaise with maintenance, catering and IT to ensure all meeting rooms are set up efficiently and correctly. You’ll also be responsible for maintaining the reception area, issuing passes to all visitors and ensuring all services are provided in accordance with the agreed service levels.

This is a busy role where you will be given the opportunity to take ownership of client problems and help to resolve them. Although you’ll be working as part of a team, at times you will be managing reception on your own therefore you must be well-organised!

Receptionist – You:
As you are the first point of contact for clients, it is essential that you are smart, well-groomed and have excellent English language skills. On a daily basis you will be dealing with individuals of all levels, therefore you must have excellent communication skills and the ability to deliver excellent service to all clients. Excellent telephone and PC skills are a must, as these are key aspects of your day to day role.
On busier occasions there will be a high level of pressure, therefore you must be able to stay calm at all times! You’ll need to be methodical, well-organised and be able to handle multiple tasks at once. This role is a busy and dynamic one where flexibility may be needed if overtime is required.

Receptionist - What you need to know:
We are unable to process applications sent directly by email so please complete an online application via the careers pages of our website. We will be reviewing applications and interviewing on an ongoing basis, so please do not delay in sending us your details! No agency CVs accepted at this time.
To submit your application for this exciting Receptionist opportunity, please press ‘Apply’ now to be redirected to our website.
We are an inclusive employer and aim to ensure our workforce is representative of our diverse society. We welcome applications regardless of sexual orientation, gender identity and expression, age, neuro diversity or disability status, family or parental status, race, religion or ethnicity. We will make reasonable adjustments and adaptions to our recruitment process to ensure it is inclusive for anyone who wishes to apply. We may collect relevant data for monitoring as part of our candidate registration process. We are a Stonewall Champion and a Top 75 Social Mobility Employer.
























SERENA PARTRIDGE
 
43 PORLOCK CRESCENT, BIRMINGHAM, WEST MIDLANDS B31 5RA  
MOBILE: (+44)747 384 5584 | serenamaria84@hotmail.com 

Feb 04, 2022
RE: Receptionist, 05/02/2022
To Whom it may concern,
I would like to express my interest in the Receptionist position. I am self-motivated, resourceful, and progress-driven, with an extensive background in this industry. With a long-standing record of initiative and delivering results, I have developed and executed strategies that I believe will bring value to Squire Patton Boggs (UK) LLP.
Throughout the course of my career, I have honed my customer service and communication abilities. I am an astute problem solver capable of prioritising and completing complex projects with proficiency. In my role as a receptionist, I exercised handling personal information, resolving customer complaints and admin and organisation in contribution to team efforts and organisational improvements. I am open-minded and focused on new developments in my field. I have proven to be effective and motivational, with proficiency in both individual and collaborative work. I enjoy brainstorming and coordinating efforts to achieve a common goal.
I have enclosed my CV for your review. I would appreciate the opportunity to speak to you regarding my candidacy for the receptionist role and am available for a call or interview at your convenience. 

Yours sincerely

Serena Partridge

		
   Serena Partridge
 
PROFESSIONAL SUMMARY
Goal-driven Receptionist with extensive background managing busy reception areas and multi-line telephone systems. Security-conscious and astute in control of confidential documentation. 
WORK HISTORY
Receptionist, 06/2014 - 02/2015 
Genting Casino, Birmingham, West Midlands 
· Greeted incoming customers in a professional manner and provided friendly, knowledgeable assistance. 
· Kept reception area clean and neat to give visitors a positive impression of the company. 
· Answered telephone enquiries from clients, vendors and the public. 
· Diplomatically handled queries, concerns and complaints in person, by phone and email. 
· Greeted visitors, assessed needs and directed them to appropriate personnel. 
· Delivered front of house duties with warm and professional manner. 
· Answered enquiries and addressed, resolved or escalated issues to management personnel to ensure client satisfaction. 
· Resolved issues swiftly and efficiently in a friendly, supportive manner. 
· Prepared, compiled and filed documents as well as reports presented to various parties. 
· Scanned, photocopied and filed documentation, utilising meticulous attention to detail to reduce errors. 
Contact Centre Agent, 08/2010 - 06/2014 
Capita plc, Birmingham, West Midlands 
· Housing Benefits Claims/ Council Tax enquiries. 
· New claims, Council tax accounts, Payments/ Setting up direct debits. 
· Logged call details and customer information in secure systems, improving data collection measures. 
· Handled high call volumes with accuracy and efficiency for optimum productivity. 
· Maintained accurate records to simplify information flow between customer service and account management teams. 
· Processed complaints professionally, seeking effective, timely solutions for continued customer satisfaction. 
· Continually updated customer databases, ensuring compliance with GDPR regulations. 
Contact Centre Agent, 05/2008 - 08/2008 
National Express West Midlands, Birmingham, West Midlands 
· Offered detailed advice on product and service benefits, maintaining customer satisfaction and generating repeat business. 
· Recorded and processed customer data accurately, employing attention to detail to ensure error-free information. 
· Thoroughly monitored compliance with customer service standards to maintain a stellar industry reputation. 
· Handled requests with friendly, knowledgeable service and support, continually achieving positive customer feedback. 
· Effectively used call handling technology to respond to increased customers within target timeframes. 
· Efficiently processed customer correspondence, reducing communication delays for improved client satisfaction ratings. 
Receptionist, 06/2007 - 05/2008 
Broadway Plaza Casino, Birmingham, West Midlands 
· Greeted incoming customers in a professional manner and provided friendly, knowledgeable assistance. 
· Kept reception area clean and neat to give visitors a positive impression of the company. 
· Answered telephone enquiries from clients, vendors and the public. 
· Diplomatically handled queries, concerns and complaints in person, by phone and email. 
· Greeted visitors, assessed needs and directed them to appropriate personnel. 
· Issued visitor and contractor passes and recorded visits on security system. 
· Delivered front of house duties with warm and professional manner. 
· Answered enquiries and addressed, resolved or escalated issues to management personnel to ensure client satisfaction. 
· Directed clients to personnel to address concerns, resolve complaints or answer account-related questions. 
· Resolved issues swiftly and efficiently in a friendly, supportive manner. 
· Scanned, photocopied and filed documentation, utilising meticulous attention to detail to reduce errors. 
Contact Centre Agent, 09/2008 - 03/2009 
Halifax, Birmingham, West Midlands 
· Logged call details and customer information in secure systems, improving data collection measures. 
· Increased client retention by building instant rapport and establishing customer trust. 
· Maintained accurate records to simplify information flow between customer service and account management teams. 
· Processed complaints professionally, seeking effective, timely solutions for continued customer satisfaction. 
· Handled high call volumes with accuracy and efficiency for optimum productivity. 
· Successfully generated new business via telephone sales, achieving profit growth targets. 
· Used strategic promotional strategies to retain customers considering service cancellations. 
· Maintained accurate knowledge of current services to provide informative customer advice. 
· Continually updated customer databases, ensuring compliance with GDPR regulations. 
Receptionist, 06/2006 - 05/2007 
Gala Casino, Birmingham, West Midlands 
· Greeted incoming customers in a professional manner and provided friendly, knowledgeable assistance. 
· Answered telephone enquiries from clients, vendors and the public. 
· Kept reception area clean and neat to give visitors a positive impression of the company. 
· Answered enquiries and addressed, resolved or escalated issues to management personnel to ensure client satisfaction. 
· Represented company and promoted brand with exceptional service and presentation. 
· Delivered front of house duties with warm and professional manner. 
· Resolved issues swiftly and efficiently in a friendly, supportive manner. 
· Scanned, photocopied and filed documentation, utilising meticulous attention to detail to reduce errors. 
· Directed clients to personnel to address concerns, resolve complaints or answer account-related questions. 
· Issued visitor and contractor passes and recorded visits on security system. 
Customer Service Advisor, Sales Assistant, 12/2004 - 06/2006 
Bullring Shopping Centre, Level 4, Birmingham, West Midlands 
· Offered detailed advice on product and service benefits, maintaining customer satisfaction and generating repeat business. 
· Built strong rapport with customers using exceptional communication and relationship-building skills, increasing client retention. 
· Accepted and processed cash, cheque, card and mobile payments using POS systems. 
· Greeted customers and offered assistance with selecting merchandise, finding accessories, and completing purchases. 
· Provided service with a smile, offering courteous, helpful advice to best meet customer needs. 
· Increased store revenue from impulse and add-on buys by promoting POS offers with every sale. 
· Increased seasonal event sales through targeted selling in line with current marketing initiatives and promotions. 
· Used product knowledge, sales abilities, and customer relations skills to drive substantial profit increases. 
· Fostered positive relationships with customers to enhance loyalty and retention. 
· Provided excellent sales services by offering bespoke product advice to meet exact customers needs. 
· Shelved and merchandised new products in visually appealing, organised displays to engage customers. 
EDUCATION
          Health and Social Care Level 4, Expected in 05/2022 
University of Wales Trinity Saint David - Birmingham 
· Continuing education in Health and Social Care Level 4. 
NVQ Level 1, Bakery and Confectionary, 07/2001 
Birmingham College of Food, Leisure and Tourism Bakery, Bakery Progression Award - Birmingham 
· Awarded NVQ Level 1 in Bakery and Confectionary. 
Perry Beeches Secondary School 
English Lang (B), English Lit (C), Maths (C), Science (Double C), Child Development (B)
REFERENCES AVAILABLE UPON REQUEST
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SKILLS
· Multi-line telephone systems 
· Calendar management 
· Punctual 
· Organised and reliable 
· Multitasking and prioritisation 
· Rapport building 
· Conflict resolution 
· Interpersonal communications 
· Clean and neat 
· Attention to detail 
· Personable and outgoing 
· Customer service 
· Customer-service orientated 
· Professional and smart presentation 
· Organisation and efficiency 
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