Job Description – Office Administrator 
Daily Duties:

· Bring up milk from basement first thing. 

 (4 x Wemyss Place, 2x Darnaway Street – depending on quantities) 

· Monitor milk and liaise with reception on increasing or decreasing orders.

· Empty dishwasher in morning and switch on during the day if it becomes overfull
· Partners /Fiona Tea and Coffee at 10am and 3pm. (Check Partners whereabouts)

· Provide Tea and coffee etc. for meetings in WP&DS conference rooms and Martin’s room when required and clear up once meeting has finished.(Check diary in the morning and throughout the day for meeting schedule) 

· Ensure that conference rooms are stocked with cups/glasses/plates etc. – washing mugs and re-stocking when required in both conference rooms.
· Binding. 
· Photocopying.
· Drilling and Pinning of documents.
· Calc checks.
· Reception Cover – Lunch 11-50am – 1.00pm. Toilet Breaks, Sick cover. 

· Opening and Distributing mail.
· Dealing with Tenders/ delivery for deadlines.
· Check cleaner’s diary.
· Frank mail and take up to post office end of each evening. 

· Check internal trays for mail/typing etc. and deliver as required

Additional Responsibilities:

· Carry out weekly stock checks of coffee tea etc. Complete Stock sheet with requirements and pass to reception.   Goods to be put away in conference room cupboard when it arrives.  Check hand soap and toilet paper in both cleaners cupboards in DS and WP.
· Stationary checks at least twice a week in cupboard, notepads, pens etc. As well as printer cartridges and toners for large photocopiers, envelopes and headed paper in the downstairs stationary cupboard.
· Arranging engineers to come and fix broken printers and copiers.
· Ordering plotter paper and supplies from Hobs.
· Sending large copying jobs to Hobs. 
· Ensure that both kitchens are kept fully stocked with tea and coffee, sugar etc and that they are tidy throughout the day (rinse and put cups into dishwasher). 
· Ensure that photocopiers are filled with paper – check drawers on regular basis
· Assisting the typist with letters and labels when required. 

Out of Office Jobs: 

· Bank runs (Usually 2 times per week)
· Regular deliveries around Edinburgh, mostly town i.e. RIAS or RICS. 
· Parking tickets for Partners Cars 
Reception: 

· Cover for reception due to sickness or appointments. 
· Train temp receptionist on switch board etc.
· Assist with ordering taxi’s or couriers, lunch etc. 
Partners Meetings: 

· Ensure pots of tea and coffee and orange juice are provided first thing and topped up throughout the day.

· Bacon rolls if required are placed in conference room.

· Set up plates, napkins, orange juice, sandwiches etc for their lunch.before meeting starts.
· Collect money bags and ensure cars are topped up when requested. 

Random/Rare Jobs:

· Archiving for BS or QS departments.

