
 

Receptionist / Administrator Job Description  

Job Description 

    

Title:   Receptionist/Administrator 
Company:  Nelson College London Ltd 
Location:  Ilford Campus 
Report to:  Registrar / Head of Marketing and Work based learning 

Receptionist/Administrator will be responsible for handling front office reception and assisting 
administration team with clerical tasks.  

Key Responsibilities 

1. Greet and welcome all visitors with a positive, helpful attitude and direct them appropriately 
2. Maintain the reception area 
3. Maintain workplace security by; checking IDs, monitoring visitors’ logbook, issuing visitor stickers 

and reporting any suspicious activity 
4. Assist with a variety of administrative tasks including copying, scanning, printing and perform ad-

hoc administrative duties  
5. Ensure that the noticeboard in the reception area is regularly updated  
6. Provide a polite and professional response to customer enquiries face to face, over the phone 

and email 
7. Respond to customer complaints with the aim to resolve at first contact where possible and 

transfer calls to the right department when needed  
8. Assist with creating timetables and allocation every term 
9. Support Attendance Officer with their tasks i.e. carry out attendance audits  
10. Ensure that the classrooms are open and ready to use during the term  
11. Prepare, distribute and collect student registers and ensure their safekeeping  
12. Input register and note student/lecturer messages onto Quercus  
13. Prepare letters to send out to students such as confirmation of Admission letters and council tax 

letters 
14. Assist with necessary arrangements for the smooth delivery of student induction process 
15. Perform any other tasks or activities that fall within the overall scope of the job 

Person Specification: 

• Proficiency in Microsoft Office Suite 
• Professional customer service attitude 
• Solid written and verbal communication skills 
• Multitasking and time-management skills, with the ability to prioritize tasks  

Nelson College London is an equal opportunity employer and enjoys a diverse culture. To apply: 
Please send your CV and Cover Letter to Tatiana Russell at t.russell@nelsoncollege.ac.uk 

*Should you not hear from us within 2 weeks of the closing date, then unfortunately your application 
has not been successful. 
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