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ROLE PROFILE 

 

ROLE TITLE Front Office Advisor  

DEPARTMENT Facilities 

OPERATING ASSOCIATION/ 

DIRECTORATE 
Corporate Services  

RESPONSIBLE TO Senior Facilities Officer   

RESPONSIBLE FOR None 

 

ROLE PURPOSE 

 To provide an outstanding first impression for staff and visitors 

coming into the building, adopting Orbit values and behaviours.  
 To provide a professional first point of contact, taking responsibility 

for and dealing with a range of enquiries.  
 To ensure public areas are kept clean and tidy, in keeping with a 

corporate head office environment.  
 To provide a range of office administration support services.  

  

 
 

ACCOUNTABILITIES / RESPONSBILITIES 

 To meet and greet all visitors in a professional and friendly manner, 

making them feel welcome and at ease.  
 To ensure visitors are signed in and are issued with a visitor pass.  

 To signpost visitors to their destination or arrange them to be 
collected from reception.  

 To keep reception areas looking pristine, and maintained to high 

standard in terms of cleanliness and décor.  
 To send out communication notices via email informing staff and 

visitors about building activities.  
 To control car park bookings and general car park arrangements.  

 To receive Facilities requests via telephone and email, and signpost 
for action.  

 To carry out post room duties, including sorting and franking post.  
 To ensure coffee machine is replenished. 

 To ensure site security arrangements are adhered to and that 
external contractors or cleaning staff are signposted accordingly.  

 To ensure printers and copiers are maintained at all times, fully 
stocked with consumables, and repairs reported.  

 To monitor stationery and refreshments stocks and place orders.  
 To receive courier deliveries at reception and ensure they are 

collected by appropriate teams or individuals.  

 To manage the buildings Identity Card system, including production 
of cards, adding new starters and deleting leavers.  

 To support the Senior FO to ensure offices are fully health and 
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safety compliant, including regular checking and testing of 

equipment.  
 To promote facilities services and make suggestions for 

improvements or additions to the service. 
 To act as a fire marshal and first aider.  

 To provide absence cover at other local office locations. 
 

 

KNOWLEDGE/SKILLS/EXPERIENCE/PHYSICAL REQUIREMENTS 

Essential 

 
 Excellent communication and interpersonal skills, 

adopting Orbit values and behaviours. 
 To display a smart, professional appearance.  

 Ability to problem solve and remain calm under 
pressure.  

 Ability to multi task and be adaptable 
 Self motivated and well organised 

 Ability to use Orbit IT applications 
 Hands on and pro-active approach 

 Experience of working in a customer facing 

environment 
 

 
 

 

Orbit is an Equal Opportunities Employer and all staff are required to read 
and adhere to Group and local policies and procedures relating to Equality 

and Diversity 
 

Orbit requires all employees to read and adhere to Health and Safety 
policies and procedures 

 
Orbit requires all employees to read and adhere to all Orbit policies and 

procedures and Standing Orders.   
 

 
 

Signed by 

Employee 

 Date  

Signed by 

Manager 

 Date  

 
 
 
 
 

 


