[image: image1.png]


 

	Job Title:
	Receptionist/Administrator 


	Department:
	Facilities


	Location:
	Peacemarsh

	Reports to:
	Senior People & Development Manager



	Direct reports:                   
	n/a

	Purpose:


	To deliver a professional, engaging, and welcoming front-of-house experience, serving as the primary point of contact for visitors and colleagues. 
Act as a key administrative support, managing a variety of tasks for the People & Development, Quality, and the Senior Leadership Team. 
Play an active role in fostering a positive and inclusive work environment, ensuring that every interaction embodies the values of Neal’s Yard Remedies. 
Through exceptional service and meticulous attention to detail, contribute to the smooth operation of the workplace and a lasting positive impression for all stakeholders.

	Role Responsibilities:
	Reception
· Act as the primary point of contact for all visitors, both internal and external, ensuring they complete site induction procedures and promptly informing hosts of their arrival. Issue visitor badges, oversee sign-in/out procedures, and provide an overview of emergency evacuation protocols to visitors and contractors.

· Support on-site contractors by ensuring hosts complete required permits and assisting with booking taxis for visitors. Take the lead in preparing for external visits to the site, ensuring everything runs smoothly.

· Answer phone calls professionally, ensuring inquiries are resolved effectively or forwarded to the appropriate person.

· Maintain a welcoming and organised reception area, conduct daily checks of meeting rooms, and manage bookings as needed.

· Serve as the initial point of contact for general staff inquiries, providing assistance with professionalism and care.

· Oversee the franking machine and manage incoming and outgoing mail to ensure efficient communication.

· Manage daily email inquiries, organising them appropriately to ensure timely follow-up and resolution.

· Distribute locker keys to colleagues, order replacements when necessary, and ensure smooth access for team members.

· Coordinate catering arrangements for meetings and Senior Leadership lunches, ensuring all details are handled to a high standard.

· Manage the centralised stationery ordering service for the Peacemarsh facility and support departments with consumables requests. Handle waste toner orders and returns for printers and organise the collection of beauty waste.

· Assist with weekly fire alarm testing, follow emergency evacuation procedures, and support monthly health and safety inspections to uphold site standards.
People & Development
· Accurately take and transcribe minutes for P&D related meetings, such as the bi-monthly Employee Forum meetings, and occasional formal investigation meetings and hearings.
· Update and maintain the company organisational chart, and publish to the Yard on a monthly basis.
· Oversee the management of the Lightspeed till system, ensuring new starters are set up and leavers are removed in a timely manner.

· Serve as the administrator for the E-Learning Portal, iHasco, maintaining accurate records and supporting colleagues with their training access needs.

· Manage communication channels such as notice boards and TVs, keeping content up-to-date and engaging for staff.

· Coordinate the creation and distribution of the monthly People newsletter, ensuring key updates and announcements are shared across the business.

· Support the P&D team in planning and organising events such as Social events and Seasonal gifting, fostering a positive and inclusive workplace culture.

· Facilitate a warm welcome for newcomers by preparing detailed welcome schedules, booking meetings, and ensuring a smooth integration process.
· Occupational Health (OH) schedule, coordinating appointments and managing a seamless process between employees, managers, and our external OH provider. Supported by the P&D Officer.

· Order and prepare product gift bags for candidates and selected visitors. 
Quality

· Assist with the regular review, organisation, and filing of factory records, ensuring efficient document control. This includes drafting documents, issuing Head of Quality-approved materials via Q-Pulse, and distributing controlled hard copies.

· Maintain accurate and up-to-date training records, including updates to the Training Matrix, ensuring all staff certifications and qualifications are tracked effectively.

· Support the upkeep of Quality Department records, such as product QC spreadsheets, scanned batch records, and archived documents, ensuring accessibility and compliance.

· Provide general assistance with investigations and corrective and preventive actions as directed by the Head of Quality, contributing to the resolution of quality issues.

· Ensure adherence to all externally audited systems, including ISO 22716 GMP, FDA, HACCP standards, and internal laboratory quality system requirements compliant with ISO 17025 standards.

· Assist the Head of Quality during external audits, including preparation, participation, and responding to feedback reports. Contribute to the development and implementation of corrective and preventative action plans based on audit findings.
General Admin 
· Assist with organising and coordinating travel arrangements and meetings, including booking meeting rooms, arranging catering, and ensuring all necessary equipment is prepared.

· Support the planning and execution of company events, team meetings, and external engagements involving the CEO and Senior Leadership Team, ensuring every detail is handled seamlessly.
· Provide support to our CEO regarding event/diary management as required
· Handle sensitive and confidential information with the utmost discretion and professionalism, maintaining trust and confidentiality at all times.



	Person

Specification:


	· Previous experience: Experience in a similar receptionist or customer service role, particularly within a corporate or office environment.

· Ability to communicate effectively and professionally with visitors, staff, and colleagues in person, over the phone, and via email.

· Strong interpersonal skills: Capable of building rapport quickly and maintaining positive relationships with diverse individuals.

· Organisational skills: Ability to manage multiple tasks efficiently, prioritise responsibilities, and work effectively under pressure.

· Attention to detail: Thoroughness in completing tasks accurately, maintaining records, and ensuring all necessary procedures are followed.

· Customer service orientation: Dedication to providing exceptional service to both internal and external stakeholders, addressing inquiries and concerns promptly and courteously.

· Adaptability: Flexibility to handle unexpected situations, adjust to changing priorities, and collaborate effectively within a dynamic work environment.

· Confidentiality: Respect for sensitive information and a commitment to maintaining confidentiality in all interactions and tasks.

· Basic proficiency in using office equipment such as computers, telephones, and printers, as well as confident using Microsoft Office applications such as Outlook, Word, Excel and PowerPoint.

· Enthusiastic and approachable demeanour, contributing to a welcoming atmosphere for visitors and colleagues alike.

In recruiting, hiring, developing and promoting employees, we treat everyone equally irrespective of sex, sexual orientation, gender reassignment, marital or civil partnership status, age, disability, colour, race, nationality, ethnic or national origin, religion or belief, and places an obligation upon all staff to respect and act in accordance with our policy.




Date Compiled: January 2025
Compiled by: Laura Hixson, Senior P&D Manager 

Employee Name: 

Employee Signature: 

Date:

Job Descriptions may not cover all duties and responsibilities as these may be subject to change at any time and without notice.  All job holders will be expected to carry out additional duties as requested to suit the needs of the business.

