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JOB DESCRIPTION

Job Title:


Treasury Assistant
Department:


Education
Reporting to:


Students Officer
Location:


Middle Temple Lane – London – EC4Y 9AT

Job Purpose:
The purpose of the Treasury Assistant is to ensure the smooth running of the office through excellent administration and assistance with every day matters. 

Key Responsibilities

· Dealing with general enquiries from visitors and members.
· Assisting with sales of tickets, car parking and merchandise, till operation and cash handling.
· Manning the switchboard, taking calls responding and directing them accordingly.
· Stock taking of the Inn’s merchandise, re-ordering where appropriate.
· Keeping relevant notice boards up to date with up to date information.
· Making minor updates to the relevant notice boards on the website.
· Ordering stationery, keeping control and records of stock.
· Administration of proximity cards for staff, contractors, visitors etc.
· Assistance with membership administration, particularly;
· Admissions

· Queries

· Ticket and stock sales

· Scholarships

· Providing administrative assistance to the Deputy Under Treasurer (Education) and the Students Officer as required.
· Attending meetings, taking notes and minutes as appropriate.
· To carry out any other reasonable duties in line with the post as may be required from time to time, including attendance at promotional events, both internally and externally.

Personal Specification

Essential skills/experience required:

· Some administration experience.
· Excellent communication skills, particularly good telephone manner as well as written English.
· Good numerical skills, ability to use calculators and (with training) tills.
· Strong computer literacy and competent with all Microsoft Office packages.
· Good team player with the ability to work unsupervised.
· Comfortable dealing with members of the public.
· Ability to meet deadlines.
· Willingness to learn new skills.
· Ability to work flexibly.
· Attention to detail  and organisational skills.
Desirable
· Experience within a busy, customer facing office environment

· Interest in history and the law and the profession as a whole

· Experience of working with customers of a professional/corporate nature

Important: 

This Job Description reflects the current situation.  It does not preclude change or development that might be required in the future.  The list of duties is not exhaustive. The position of a duty on the list is not necessarily indicative of its importance
I have read and agreed this job description

Name……………………………………………………………….
Signature


Date


Line Manager ......................................................

