RAPPORT  Reception Team Leader

Job Description

We are looking for a Reception Team Leader to join our Rapport team based on Tottenham Court Road. As the primary point of contact for our multi‑tenanted office building, you will greet tenants and visitors with warmth, confidence, and professionalism. In this leadership role, you will inspire, support, and guide your team to deliver seamless guest experiences every day.

Our client is a prominent commercial real estate firm recognized for developing and investing in sustainable, beautifully designed workspaces. Their innovative, design‑led philosophy priorities community, collaboration, and creating environments where people and businesses can truly thrive.

Type of Contract: Full-time, Permanent

Hours: 40 per week, (Monday-Friday; on a shift rota basis between the hours of 7 AM – 7 PM)

Salary: £35,412

Benefices 

· Financial Freedom: Enjoy exclusive travel and grocery discounts, plus life assurance and cash rewards!
· Secure Your Future: Benefit from a contributory pension scheme for a stable financial tomorrow.
· Health Matters: Access wellness programs, an Employee Assistance Program, and digital GP services for holistic support.
· Thrive Personally & Professionally: Unlock endless learning and development opportunities to elevate your career!
· Celebrate Excellence: Shine a spotlight on outstanding peers with WOW Awards for their exceptional contributions.
· Give Back to Community: Take one paid day off annually to support a cause you’re passionate about! 


Main Responsibilities 

· Acting as a lead report for your building, managing a team of two receptionist and reporting into management.
· Providing the highest level of service and care to all tenants and visitors in line with service level agreements and set policies and procedures.
· Delivering excellent guest service and welcome, ensuring all guests are acknowledged in a professional manner in line with brand standards.
· Maintaining a strong awareness of business activity and building facilities (to advise and direct guest appropriately) and communicating all updates to your team members.
· Proactively dealing with enquiries and requests in person, via telephone or email, in timely and professional manner.
· Communicating effectively with peers and the management team, displaying accuracy and attention to detail both in verbal and written communication.
· Communicating to the Assistant Guest Services Manager and Guest Services Manager about any new / ongoing / potential issues and complaints so that they are addressed accordingly.
· Reporting all maintenance faults/hazards and cleaning request to the helpdesk, monitoring their progress to ensure issues are promptly rectified, and escalated as necessary. 






The ideal candidate will 

· Share our Rapport values: Create Rapport, Be Brilliant, Innovative Spirit, Walk Tall, Stronger Together
· Previous experience in managing the team is required.
· Lead with passion and optimism, taking on obstacles head-on and taking pleasure in inspiring the team to continuously provide exceptional service to all clients and visitors.
· Have an outgoing personality and be able to easily build rapport with key stakeholders.
· Be innovative, adaptable, flexible, proactive, organized, detailed-oriented, process-driven, and resourceful with a can-do attitude.
· Maintain a professional, polite and considerate manner at all times, able to work as a part of the team.
· Be proficient in Microsoft Office software/package and business administration.
· Process excellent time management skills and the ability to work independently under pressure, 


About Us 
Rapport Guest Services is a multi-award-winning company, delivering front- and back-of-house guest services for leading organizations across the UK, Ireland, and globally. As part of Compass Group UK&I, we combine people-first culture with exceptional service standards.

We are proud of our commitment to inclusion, wellbeing, and creating opportunities for everyone to thrive. We are also a Disability Confident Employer, offering meaningful roles for individuals with additional needs.



































COVER LETTER – Reception Team Leader 

Rayane Cesconetto da Costa
rayanecesconette@gmail.com

+44 07388073291
22/03/2026

Rapport Guest Services

Dear Hiring Manager, 

I am writing to apply for the Reception Team Leader position with Rapport Guest Services at Tottenham Court Road. With over 3 years of experience in front of house and security roles, I have developed strong customer service, organizational, and communication skills, as well as the ability to support and guide team members to deliver excellent services standard.
In my current role at Wilson James, I work across reception and security functions, welcoming visitors, managing access con troll, coordinating meeting rooms, and ensuring smooth daily operations. I collaborate closely with facilities, catering, and housekeeping teams to maintain a professional and well- present environment. I am experienced in handling enquires via email, telephone, and in person always ensuring a polite and efficient response, I also use systems such as Microsoft Office, Condeco/engage, and Genetec to manage bookings, monitor access, and support building operations.

Through my experience, I have developed strong attention to detail, time management, and the ability to work calmly under pressure  in busy environment. I enjoy supporting colleagues, sharing knowledge, and contributing to a positive and motivated team culture. My background in customer-facing roles has strengthened my ability to build rapport with clients and stakeholders, ensuring a welcoming and professional experience at all times.
I am currently completing my level 4 CertHE Business Skills for the Workplace, which is strengthening in my knowledge  of leadership, communication, problem-solving in professional environments. This qualification is helping me develop the skills required to successfully lead a team and contribute to continuous service improvement.
I am motivated by Rapport’s values and commitment to delivering outstanding guest experiences, and I am confident that my proactive attitude, professionalism, and dedication to high standards would allow me to make a positive contribution as Reception Team Leader.
Thank you for consideration my application. I would welcome the opportunity to discuss how my skills and experience match the requirements of this role.

Your sincerely,
Rayane Cesconetto da Costa




RAYANE CESCONETTO DA COSTA
[image: ] rayanecesconette@gmail.com	[image: ] 7388073291	[image: ] London	[image: ] Brazilian- Italian [image: ] 


[image: ]	EDUCATION	
University Of Wales Trinity Saint David,
CertHE Business Skills for the Workplace
06/2025 – 04/2026 | London
Dom Daniel Comboni,
High School Diploma
02/2014 | Nova Venecia, Brazil
Federal University of Espirito Santo, UFES, Integrated Education
2013 | Nova Venecia, Brazil
IFES- Federal Institute of Espirito Santo, Oil and Gas Process Operative 2013 | Nova Venecia, Brazil
IFES- Federal Institute of Espirito Santo, Administrative Assistant 2012 | Nova Venecia, Brazil

[image: ]	SKILLS	
Strong organizational skills and meticulous attention to detail.
Proficiency in MS Office (Excel, PowerPoint, Word, Outlook)
Proficiency on Genetec system. Proficiency in Condeco system.
Excellent communication and administrative skills.
Security awareness.

[image: ]	QUALIFICATIONS	
SIA Door Supervisor Training Basic Handcuff Training
First Aid at Work Certification FAA Level 2 Award in Fire Safety
CFA-UK IMC Unit 1 – Investment Environment (In progress), Kaplan London

	WORK HISTORY	
[image: ]Front of House Security Officer, Wilson James
02/2023 – current | London, UK
· Welcomed clients, visitors, and staff in a professional and friendly manner, ensuring a positive first impression.
· Managed visitor registration and issued access passes using Condeco/Engage and access control systems.
· Notified hosts of guest arrivals via email and Microsoft Teams, ensuring efficient communication.
· Answered telephone calls professionally and responded promptly to emails and enquiries.
· Coordinated meeting room and car parking bookings, ensuring all arrangements met client and business needs.
· Worked closely with contractors, providing access, equipment, and ensuring compliance with site procedures and health & safety requirements.
· Checked the PEEP (Personal Emergency Evacuation Plan) list daily to support emergency preparedness and safety compliance.
· Supported the smooth operation, presentation, and security of Front of House services, delivering an excellent customer experience.
· Reported maintenance and IT issues through the helpdesk system to ensure timely resolution.
· Handled confidential information in line with GDPR and company policies.
· Monitored CCTV systems and conducted regular building patrols to maintain safety and identify potential security risks.
· Responded effectively to alarms, incidents, and emergency situations in accordance with company procedures.
· Maintained accurate records of incidents, visitor logs, and daily activity reports.
· Applied access control procedures, ensuring only authorized individuals entered restricted areas.
· Provided administrative support including scanning, printing, organizing mail, and managing deliveries.
· Maintained a professional and calm approach when dealing with busy periods and high visitor volume.
· Working in order, in accordance with established requirements, contributing to positive client experiences.
· Opened tickets through the IT helpdesk platform to report IT issues.
Housekeeper, Xenon- Gresearch
04/2021 – 02/2023 | London, UK
· Responsible for maintaining cleanliness and organization in meeting rooms, kitchens and restroom facilities.
· Conducted regular cleaning and sanitization of surfaces and fixtures to ensure a hygienic environment for staff and visitors.
· Managed inventory of kitchen supplies and restocked items such as fruits, teas, coffees, sugar and milk to support daily operations.
· Monitored refrigerator stock levels and replenished beverages to ensure availability for staff and visitors.
· Ensured coffee machines were cleaned and maintained regularly, including descaling and refilling supplies, to provide a consistent quality of beverages.
· Implemented efficient cleaning schedules and procedures to meet high standards of cleanliness and presentation.
· Inspected guest suites and public areas daily to ensure high standards of cleanliness

Housekeeper, BANK OF GOVERNMENT
02/2016 – 06/2017 | Nova Venecia, Brazil
· Ensured the cleanliness and presentability of the entire bank premises, including indoor areas such as customer service areas, meeting rooms, tables, and chairs, as well as outdoor areas.
· Conducted regular cleaning and maintenance of restroom facilities, kitchen areas, and outdoor customer service areas to uphold high standards of hygiene and presentation.
· Managed the cleaning schedule to ensure that all areas were consistently maintained and ready for customer use during business hours.
· Upheld strict standards of secrecy, responsibility, and competence in handling sensitive information and maintaining confidentiality in all aspects of work.
· Collaborated with other staff members to address any maintenance issues or cleanliness concerns promptly and effectively.
· Implemented best practices for cleaning and maintenance to optimize efficiency and ensure compliance with health and safety regulations.

[image: ]	LANGUAGES	
Portuguese: Native English: Proficient (C2) Spanish: Elementary (A2) Italian: Beginner (A1)
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