Office Executives are responsible for a variety of tasks that ensure smooth office operations and positive client interactions. Tasks include but are not limited to the following:

Greeting and Welcoming Visitors

Actively looking up at front door to check for visitors

Adding visitors to system

Checking visitors in/out

Ensure all visors have received a site induction

Reception area is kept clean, clear and clutter free creating a professional first impression 
No more than 2 office Execs to be at reception and anyone time
Helping to prep for office events

Security and Access Control 

Create access cards for new starters

Deactivate access cards for leavers

Manage visitor/contractor passes

Audit access system once a month 

Daily check of CCTV 

Management key safe and key log 

Monthly SIA licence check 

Managing Phone Calls and Communications

Acknowledging and responding to emails and team’s messages

Managing numerous mail boxes 
Sharing relevant comms with other team members

Answering phone 

Scheduling and Calendar Management

Checking and updating shared calendar. For example, meeting room setup requests, subcontractor works, deliveries, events etc

Managing meeting room bookings paying particular attention to scheduling to allow for room setup 

Actual meeting room set up. Example flip chart, pens, water, glasses etc. 

Administrative Support

Raising purchase orders

Purchase order amendments 

Invoice queries 

Raising and closing work orders both reactive & PPM within the due date to ensure 100% compliance 

Monthly audit of various service lines. For example, cleaning, waste, pest control etc 

Uploading compliance documents

Updating site files

Placing orders for milk, fruit, stationary, cleaning consumables etc. 
Stock Control 

Regular stock checks of milk, fruit, tea, coffee, stationary, stamps, coffee machine cleaning consumables, hand soap etc

Building Inspections

Conduct building inspections daily including plant rooms 

Handover any relevant information to security team 

Be a visible presence to the client

Daily cleaning of coffee machines 
Polices 

Familiarisation of client policies and processes including post, dogs in the office, visitors, clear desk policy etc. 
Training 

The following training is mandatory and, in most cases, will involve off-site training: 

Obtaining SIA licence

Emergency first aid a work 

IOSH 

Inhouse training is also required and includes a variety of topic. 

Sickness/Annual Leave Cover

Should another of the team require time off work you maybe required to work outside of your normal working hours. 

In this instance we will try wherever possible to give you as much notice as practically possible 

Requirements
Experience and confident in using Excel, Word, Teams, Outlook. 
