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Legal Receptionist

Apply Now

Company: G2 Legal

Location: Manchester Area

Category: legal

A Legal Front of House Receptionist is required to join a commercial top tier law firm in

its Manchester City Centre office.You must have previous receptionist experience from either a

legal or professional services background.Full Time/Permanent – Working hours 08:00 –

16:00 - flexibility required for events/shift coverDuties include :Working as front of house

receptionist providing a professional and friendly welcome to the firm’s clients, partners and

employees at all timesMaintain the Reception areaMeet and greet clients and

visitorsAnswer all incoming telephone calls and re-direct to the appropriate personResponsible

for setting up telephone, conference calls and AV facilitiesAssist with preparing for and running

marketing events in the officeThe firm offers an excellent benefits package including:25 days

holidays plus the buy/sell schemeCycle to work schemeEye testsEnhanced maternity,

paternity, adoption leaveDental insuranceEmployee assistance programmeCash planLife

assurancePension schemePrivate medicalSeason ticket loan

Apply Now
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