
 

Job Description  
 
This form summarises the purpose of the job and lists its key tasks. It is not a definitive list of all the tasks to 
be undertaken as those can be varied from time to time at the discretion of the School, in consultation with 
the postholder. 
 
 

 
 
 
 
 
 
 

 

Job Summary 
To provide general reception and administrative duties necessary to facilitate the smooth running of the 
Estates Division as advised by the Manager. 

These duties will be varied and include but are not limited to; meeting and greeting visitors to the Estates 
office, distributing post, photocopying, note taking, document management, telephone duties, servicing 
meetings, dealing with queries from staff, students, visitors and members of the public and providing 
cover in the absence of other key administrators. 

These duties will be undertaken whilst making full use of various computer packages and office 
equipment. 

Apprenticeship: The role holder will be required to undertake a Level 3 Business Administrator 
qualification. 

Hours of Duty: 35 hours per week. The working hours are between 8.30am – 4.30pm (Monday to Friday). 

 

Job title: Receptionist/Administrative Assistant (Apprentice)  

Department/Division:  Estates Division Accountable to: Estates Office Manager 



 

Duties and Responsibilities 

Service Delivery 

• Ensure the reception area; meeting rooms and front of house area are tidy and well organised at 
all times. 

• Provide senior staff and guests at meetings with appropriate refreshments as required. 

• Provide support with routine clerical tasks, for example, photocopying and collating documents 
document and booklet binding, laminating etc. 

• To maintain an appropriate level of stationery for Estates and inform Office Manager when stock 
is low, log stationery orders on Excel spreadsheet, noting order and delivery details. 

• To ensure daily post is distributed to the appropriate members of the Estates Division. 

• To assist in monitoring generic e-mail accounts associated with Estates Admin 

• To maintain the kitchen area in terms of general tidiness and an appropriate level of kitchen 
supplies. 
 

• Direct persons to the correct destination. 

• Respond in a sensitive, friendly and courteous manner to enquiries from students, staff and 
visitors 

• Support colleagues with adhoc administrative tasks. 

• To adhere to the standard of behaviours required in a professional setting 

• Comply with all requirements from the apprenticeship training provider, including attending 
workshops and completing all assessments/assignments as required. Manage time effectively to 
ensure successful completion of the apprenticeship. 

Communication: 

• Answer incoming calls to the Estates Division Reception, extracting information on the nature of 
the call and putting calls through to the relevant people or advising the caller of the appropriate 
person to contact. Record and relay all messages accurately. 

• Meet, greet and welcome all external and internal visitors, including highly prestigious contacts, to 
the Estates Division as per agreed office procedure and act as a focal point of enquiry for staff, 
students and visitors. 

• Deal sensitively, effectively & efficiently with customers in person, over the phone and in writing. 

• Promote & maintain clear lines of communication with colleagues using existing systems. 

• Communicate with other staff members on a daily basis in relation to forthcoming events & other 
service issues. 



 

Teamwork and motivation 

• To be a proactive team member participating in all areas of the day-to-day and long-term running 
of the Estates Division. 

• To understand the common goal of the team and ensure that the reception runs smoothly and all 
tasks are performed in an appropriate and timely manner. 

• To understand co-workers roles and pressures and offer assistance when possible. 

• To demonstrate flexibility and willingness to be involved in a variety of ad-hoc projects not 
specifically referred to in job description. 

• Work within a set of standards and comply with reasonable requests from colleagues. 

Initiative and Problem Solving 

• Recognise when enquiries should be directed to another member of the team. 

• To liaise with other members of the team to efficiently solve problems raised by customers, for 
example last-minute room bookings or timetable clashes. 

• To assist with emergency situations. 

• To respond quickly and effectively to a varied and pressurised workload. 

• To seek ways to improve current levels of administrative support. 

 

Flexibility 
To deliver services effectively, a degree of flexibility may be required in the duties performed in order to 
meet the exigencies of service. Job roles may also naturally develop over time and ongoing substantial 
changes to a role will be discussed between line managers and their staff, with job descriptions updated 
as and when appropriate.  

Equity, Diversity and Inclusion (EDI) 
LSE is committed to building a diverse, equitable and truly inclusive university. All posts (and post holders) 
will seek to ensure diversity and inclusion, while opposing all forms of unlawful and unfair discrimination 
on the grounds of age, disability, gender identity, marriage and civil partnership, pregnancy and maternity, 
race, nationality, ethnic or national origin, religion or belief, sex and sexual orientation, or social and 
economic background. 

Ethics Code 
Posts (and post holders) are assumed to have a responsibility to act in accordance with the School’s 
Ethics Code and to promote the principles and values that the Code enshrines. The Ethics Code clearly 
states that the whole LSE community, including all staff, students, and governors of LSE, are expected to 
act in accordance with the principles which are set out in the Code. As such you are required to read and 
familiarise yourself with it. The School’s Effective Behaviours Framework is designed to support this Code.  
It sets out examples for the six behaviours that all staff are expected to demonstrate, these can be found 
on the following link: click here  

Environmental Sustainability 
The post holder is required to minimise environmental impact in the performance of the role, and actively 
contribute to the delivery of the LSE Environmental Policy. 

https://info.lse.ac.uk/staff/divisions/Human-Resources/Assets/Documents/Effective-Behaviours-Framework-revised-Oct-2025.pdf


 

Free Speech 
The Code of Practice on Free Speech outlines the responsibilities of LSE to protect and promote freedom 
of speech and academic freedom within the law for students, faculty, staff, and visiting speakers. It applies 
to all activities on LSE premises and those conducted in the name of the School or LSE Students’ Union 
at any location. The Code confirms that LSE does not take formal positions on political or international 
issues but provides a platform for critical debate within the law, taking account of the various legislative 
requirements and the context provided by policies and procedures. Procedures are set out in the Code on 
how events must be arranged and conducted. 
 

 

https://info.lse.ac.uk/staff/services/Policies-and-procedures/Assets/Documents/Code-of-Practice-on-Free-Speech.pdf

