Receptionist

Cheltenham and Staverton offices

Hazlewoods is proud to be one of the largest
independent chartered accountants and business
advisers in the Southwest with over 600 dedicated
professionals across Gloucestershire, Bristol and
Cardiff.

Our reception team provide reception and
administration support across our three
Cheltenham offices.

The team is part of our exceptional business
support function which is key to our
continued success.

At Hazlewoods, we pride ourselves on
fostering a collaborative and friendly work
environment.

As part of the business support team, you will
play a crucial role in maintaining the
professional image of our Staverton and
Cheltenham offices. Your contributions will
directly impact our continued success.

Your role as a receptionist will be pivotal in
ensuring smooth operations and providing
exceptional service to our clients and staff.

Hazlewoods

The right person will:

= Use our computerised telephone system to
answer and filter volume incoming calls

= Co-ordinate, book and prepare meeting rooms

= Meet and greet visitors and clients

= Prepare drinks for meetings

= Ensure maintenance of reception areas and
meeting rooms

= Manage internal and external post, including
distribution, logging and franking

= Scan, verify and upload documents into the
database

= Maintain and retrieve all records and work files

= Open volume post, sort and date stamp

= Be expected to deal with general
administration tasks.

You will thrive in this role if:

= You have client facing experience in an office
environment (essential)

= You have previous reception experience in a
professional services environment (desirable)

= You have proven exceptional customer service
and communication skills

= You use your initiative and have exceptional
organisational skills

= You are confident with the ability to stay calm
under pressure

= You have a good understanding of Microsoft

packages and you have experience in using a

document management system (desirable).



