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	Job Title:
	PART-TIME RECEPTIONIST/ADMINISTRATION CLERK – P.M. ONLY
(1:30 – 5:30 p.m., Mon-Thurs; and 1:00 – 4.30 p.m. Friday = 19.5 hrs)

	Business:
	Taylor Wimpey West Midlands

	Location:
	Solihull

	Reports to:
	Finance Director/Executive Secretary


	Overall Purpose

	To provide a confident and efficient Telephonist/Receptionist service.   Flexible attitude in providing cover for holidays/sickness.




	Key Activities

	· Answering telephone calls on a busy switchboard (Siemens Screen based console), dealing with any enquires, which can be varied

· Meet and greet visitors, using Visitor Badge system

· Ensuring Reception Area is kept neat and tidy, ensuring any  deliveries are removed in the shortest possible time 

· Booking of Conference facilities, including ensuring that room is kept tidy and fully stocked at all times, together with liaising with Catering Company when requested

· Liaising with other Regional Offices regarding sites/sales customer enquiries

· Keeping daily Staff Attendance Record in case of fire

· Updating Office Staff/Site/Sales telephone list

· Arranging Couriers

· Sorting incoming post into Departments

· Ensuring outgoing post is sorted correctly for the Post Office

· Ordering/cancelling of milk

· Ensuring lift is operating efficiently – liaising with engineers as and when requested

· General typing when required

· Faxing of weekly time sheets out to site and chasing up of returns

· Typing of standard correspondence for enquires, i.e. Council Tax/Accounts issues

· Inputting potential purchaser details on CASA System
· Utility accounts – distributing and receiving enquiries regarding meter readings/handover details for all plots; issuing bills for payment; liaising with Utility Companies and on site Sales Teams

· Liaising with commercial/land/site in connection with landlord supplies



	Essential Experience/Skills/Competencies

	· Excellent communication and telephone skills

· Confidence/patience and the ability to stay calm when using a busy switchboard
· Organised working manner and ability to prioritise

· Good working knowledge of MS Word, Excel, Outlook



If you wish to be considered for this role, please send your c.v. to:

Sue Hemingsley, Executive Secretary, Taylor Wimpey West Midlands, 39 Dominion Court, 
Station Road, Solihull, West Midlands. B91 3RT  Tel:  0121 703 3322

Sue.hemingsley@taylorwimpey.com
By no later than Friday, 10th February, 2012
Please inform your Line Manager if you are applying for this position 

