
Key duties include: 

 Welcoming clients and visitors, acting as first point of 
contact for the firm.  

 Operating reception systems, answering telephone 
enquiries for all sites, transferring calls and accurately  
recording enquiries for team members.  

 The daily use of MS Office packages, specifically Excel 
and Outlook, in addition to other systems such as IRIS, 
Exchequer and OpenDocs, document management 
system . 

 Client administration including database manage-
ment, handling of confidential client records. 

 

 

 General office administration duties/maintaining 
office supplies/consumables. 

 Post room duties; booking couriers, franking outgoing 
post and taking to the post office where necessary, 
recording ‘signed-for’ and chargeable items. 

 Scanning, archiving, faxing and shredding. 

 Other general office tasks/errands including keeping 
office/reception areas clean & tidy, monitoring office 
equipment & generally helping out where necessary. 

 

 

   

Kirk Rice LLP 

The Courtyard 

High Street 

Ascot  Berkshire 

Kirk Rice are a leading independent firm of Accountants and Financial Advisers supporting individuals, 
local businesses and multi-national corporations since 1989. We offer specialist advice across our core 
business areas of accounting, audit and tax, business support and financial services. 

We are currently looking to recruit a part-time Administrator/Receptionist as part of a ‘job share’ working mornings, from 
Monday to Friday, plus additional hours to cover annual leave.  

This is a permanent position and ideally, the successful candidate will be able to commence as soon as possible.  

This role requires a strong, proactive administrator, with excellent organisational and communication skills, who can prioritise 
and manage a varied workload. The successful candidate will be immaculately presented, with experience of managing a busy 
reception area. 

Hours of work:  

This role is 27.5hrs per week, 8.30am- 2pm,  Monday to Friday, plus additional hours to cover annual leave of job-sharer. 

Remuneration:  

Competitive salary and comprehensive benefits package. 

Qualifications required: 

Good academic background to GCSE level (or equivalent) including Maths & English. 

Skills required: 

Good IT skills with aptitude to learn new IT packages; good understanding of MS Office 2010, e.g. Excel, Word and Outlook.  
Previous administrative experience within a professional office environment would be a distinct advantage. 

Personal qualities required: 

You should be immaculately presented with a pleasant and polite manner, bearing & speech conducive for a professional             
environment; with the ability to communicate effectively at all levels. Confident and enthusiastic with a mature attitude; with 
the ability to work as part of a team and on your own initiative; with a hands-on/can-do approach and an aptitude and eager-
ness to learn new skills. 

Administrator/Receptionist (Job Share, Mornings) 

CAREER OPPORTUNITY  -  ASCOT 


