
 

ROLE SPECIFICATION – Receptionist and Office Administrator (part-time)  

Purpose of role 

To manage reception duties at a busy IFA firm in Weybridge, during morning hours 9am to 12.30pm. 
This busy role covers all reception duties – meeting and greeting guests, managing post and meeting 
room coordination, managing general office supplies – as well as assisting Weybridge office-based 
central teams with core administrative support e.g. managing day-to-day office administration, 
opening/scanning/filing/distributing post, and managing health and safety for the office. Although the 
main focus will be reception and general administrative duties, meeting and greeting clients is key to 
us delivering an outstanding holistic financial planning service to clients of HFMC Wealth. The right 
candidate will be highly presentable in front of high net worth clients, instinctively knowing how to 
deliver as exceptional service to clients and other visitors to the office. The role requires a professional 
and friendly attitude, exceptional attention to detail, the ability to work unsupervised and a 
willingness to work collaboratively to provide colleagues to provide an exceptional level of day-to-day 
support.  

About us 

HFMC Wealth is a boutique wealth planner, asset manager and employee benefits specialist. As we 
are independent, this allows us to provide objective advice that is aligned to client’s best interests, 
delivered by teams steeped in financial services knowledge and experience. We have built our 
Company on integrity and trust, because doing what is right for our clients in best for our business.  

HFMC Wealth has been awarded Corporate Chartered status by the Chartered Insurance Institute – 
the industry gold standard for financial planners evidencing ethical practice, professional, competent 
and knowledgeable advice, and a commitment to providing service and support of the highest quality.  

Accountabilities 

The role comprises, but is not restricted to:  

Reception duties  

 Answer the phone and direct calls as needed, manage general enquiries where possible 
 Meet and greet visitors to the office, prepare refreshments and provide any other assistance 

needed e.g. with parking   
 Manage meeting room bookings and ensure rooms are prepped for meetings and cleared 

swiftly afterwards  
 Support day-to-day needs of colleagues e.g. advising on whereabouts of key staff, managing 

office supplies, etc  

General administration and team support  

 Manage morning post – open, scan and file where necessary and/or distribute to relevant 
members of the team  

 Manage the general company email account, re-directing enquiries as necessary  
 Manage office archiving, visiting our storage facility when required  
 Accounts team admin – support with scanning and filing as directed by the accounts team  



 
 Assist with any other general admin duties as directed by your manager e.g. maintaining 

marketing distribution lists, arranging client meetings, providing admin support for corporate 
events, etc 

Other duties   

 Manage office stationery supplies and ordering  
 Fulfil day-to-day management of H&S responsibilities, as guided by the H&S Officer in 

London and/or your manager  

Experience and Qualifications 

The successful candidate will have: 

 At least two years’ experience in a receptionist or office administrator role 
 A good standard of Secondary Education 
 Excellent written and verbal communication skills and an excellent telephone manner 
 A high degree of competency in Microsoft Office packages and office equipment  
 The ability to demonstrate client focus and excellent customer service  
 A confident, articulate style and be hard-working and self-motivated  

Competencies 

We need someone who:  

 Has a welcoming and professional attitude, who will make visitors (notably high net worth 
clients) feel comfortable and at ease when visiting our offices  

 Can build strong proactive working relationships with the team, for whom they will provide 
day-to-day support; we are a firm with a family feel and fit into the team is important  

 Is enthusiastic and proactive in style, with excellent organisation, time management and 
prioritising skills. A high level of attention to detail and the ability to work under your own 
initiative is a must 

 Is punctual and professional in the workplace, and always supportive and respectful to 
colleagues. 

Location: Weybridge, Surrey 
 
Hours of work: circa 17.5 hours a week, ideally Monday to Friday from 9am to 12.30pm (it may be 
possible to discuss alternative part-time hours based on the candidate’s suitability for the role). 
Ideally, the candidate would be able to work additional hours for occasional holiday cover, but this is 
not essential.  
 
Contract type: Permanent  
 
Salary: Dependent on experience. Full benefits are also available, together with a discretionary 
incentive scheme. 


