Job description
On site
Join Us
Receptionist (Birmingham)


We are looking for 2x Receptionists (Job Share) to join our growing team.

PJA are one of the leading independent transport, engineering and placemaking specialists in the UK, with offices in Birmingham, Bristol, Cambridge, London, Manchester and Reading. We provide expert advice on a wide range of projects across the UK and beyond from new settlements and nationally strategic infrastructure projects, through to urban regeneration schemes and a wide range of education, employment and sports and leisure developments. Our strength lies with our team of people, all of whom have been employed for their unique skills and talents but, if you cut us in half you’ll find the same core values all the way through us – we are credible, engaging and creative and our mission is to create better places through great design.

We are looking 2x Receptionists to provide a welcoming experience and professional support to internal and external stakeholders. The standard shifts will be 08:00–13:00 (AM) and 13:00–18:00 (PM). However, we are flexible and happy to discuss slight adjustments to the AM End/PM Start time for the right candidates.

Some Of the Key Responsibilities Would Include


Reception and Front-of-House Management
Visitor and Client Experience Coordination
Meeting, Hospitality, and Events (Charity and Seasonal) Support
Office Coordination and Daily Operational Checks
Mail, Deliveries and Document Handling
General Administration and Office Support


Skills And Experience
NVQ Level 2 in Business Administration (desired, but not essential)

The Applicant Should Also Be Able to Demonstrate

Strong background in hospitality
Excellent organisational skills, with the ability to prioritise
Liaising with internal and external stakeholders
Strong communication skills, both written and verbal
Attention to detail essential
Good team player, with a proactive, collaborative approach
Excellent customer service skills and proven ability to build a strong rapport at all levels across the business
Microsoft Office applications

We are proud to employ a wide range of people from diverse disciplines and backgrounds. Senior members of the team share a common desire to get the job done without the encumbrances often associated with large multi-disciplinary practices, whilst the more junior members of the team thrive on the fast-paced environment and the variety of work they can get involved with.

Rewards And Benefits
As a member of the PJA team, you can expect:
An attractive and modern working environment with good accessibility by all modes of transport
Ongoing support, training and mentoring from senior professionals within the business with a real commitment from senior management towards personal and professional development

We Also Offer an Attractive Benefits Package That Includes
Competitive salary
25 Days annual leave plus bank holidays and the ability to purchase additional days
Option to participate in the Company Share Ownership scheme
Private healthcare and access to a range of wellbeing services
Cycle to Work Scheme
Tech scheme
Payment of professional subscription
Membership of our group pension scheme
Life Assurance
To find out more about what it’s like to work at PJA, please visit our website: Careers in Transport Planning, Design & Engineering – PJA

How To Apply
If this sounds like something you would like to be a part of, then we would love to hear from you. Please email your CV and a covering letter to recruit@pja.co.uk. Please ensure you state the role you are applying for in the email subject.











Kiran Rehman
 London, UK
 07123 456789
 kiran.rehman@email.com

Dear Hiring Manager,
I wish to apply for the role of Administrative Assistant, currently being advertised. Please find enclosed my CV for your consideration.
As you can see from my attached CV, I have over three years’ experience in administrative and office support roles, and I believe the organisational skills, reliability, and professional work ethic I have developed during this time make me a strong candidate for the role.
In my previous role as an Administrative Assistant at Westfield Office Solutions, I was responsible for supporting senior administrators with clerical tasks, handling incoming enquiries, updating databases, and maintaining confidential information. I also organised documents, ensured deadlines were consistently met, and maintained accurate records. In addition, in my role as a healthcare receptionist, I provided day-to-day administrative support, managed appointment scheduling, handled emails and telephone calls, and maintained both digital and paper filing systems.
Through these experiences, I have developed excellent time management, strong attention to detail, and the ability to work efficiently in fast-paced office environments. My consistent punctuality, strong attendance record, and professional communication skills have helped ensure smooth daily operations and positive customer experiences.
I am confident that I can bring the same level of dedication, organisation, and reliability to your organisation. With my previous experience and commitment to high standards of administrative support, I believe my contribution will have a positive impact on your team and help maintain efficient office operations.
Thank you for considering my application. I look forward to the opportunity to discuss my application further.
Yours faithfully,
Kiran Rehman
 Kiran Rehman
 Phone: 07123 456789
 Email: kiran.rehman@email.com
 Address: London, UK
Personal Statement
I am a reliable and well-organised administrator with excellent timekeeping and a strong attendance record. I am punctual, dependable, and able to manage tasks efficiently in fast-paced office environments. I have experience handling administrative duties such as data entry, record keeping, scheduling, and customer communication. I work well independently and as part of a team, and I am always keen to learn and improve my skills.
Key Skills
· Excellent timekeeping and attendance
· General administration and office support
· Data entry and record management
· Email and telephone communication
· Scheduling and diary management
· Organised, reliable, and professional
Work Experience
Health care receptionists
· Provided day-to-day administrative support to the office team
· Managed emails, phone calls, and appointment scheduling
· Maintained accurate digital and paper records
· Assisted with reports, filing, and data entry
· Demonstrated consistent punctuality and reliability
Administrative Assistant
 Westfield Office Solutions — June 2019 – December 2021
· Supported senior administrators with clerical tasks
· Handled incoming enquiries and directed them appropriately
· Updated databases and maintained confidential information
· Organised documents and ensured deadlines were met
· Maintained excellent attendance and time management
Education
GCSEs – swanshurst secondary school.
 Including English and Mathematics drama, i.t
Nvq  Rsa level 3
Secretarial and receptionist course.
References
Available upon request.

