Job Title
Receptionist & Customer Service Administrator
Job Purpose

To provide a professional, welcoming, and efficient front-of-house service at HTI Group's Mill
Farm headquarters, while supporting the wider business with customer service, facilities
coordination, office administration, and general operational support.

The role is responsible for creating a positive first impression for visitors, customers, licensors,
suppliers, and colleagues, whilst ensuring the smooth day-to-day running of reception and
associated administrative activities.

Key Responsibilities
Reception & Hospitality

e Serve as the first point of contact for all visitors, ensuring a professional and positive
experience.

e Welcome customers, licensors, suppliers, and business guests in a friendly and
professional manner.

e Answer and direct incoming telephone calls, handling routine enquiries and
forwarding more complex issues to the appropriate department.

e Offer and prepare refreshments for visitors, customers, and business meetings.

e Maintain a clean, organised, and professional reception area at all times.

e Manage visitor sign-in procedures and coordinate meeting room bookings.

e Arrange taxi and travel bookings for visitors, and business guests.

e Ensure meeting rooms are set up and maintained to a high standard.

e Assistin maintaining site security by monitoring visitor access and reporting any
concerns to the appropriate personnel.

Facilities Support & Contractor Liaison

e Act asthe main point of contact for external facilities and maintenance contractors
visiting site.

e Conductregular checks of office areas and report maintenance issues to the
relevant teams.

e Coordinate contractor and service provider visits to ensure repairs and maintenance
can be completed efficiently.

e Liaise with plant maintenance providers and support the upkeep of office plants and
communal areas.

e Maintain records of reported facilities issues and monitor progress through to
resolution.

e Support the general appearance, cleanliness, and presentation of office and
communal areas.

Customer Service Support



e Provide front-line customer service support, responding to enquiries professionally
and efficiently.

e Resolve routine customer enquiries and ensure messages are accurately
communicated to relevant departments.

e Build positive relationships with customers, clients, and business partners through
excellent service and communication.

e Actastheinitial point of contact for consumer product enquiries, missing parts
requests, and order tracking queries.

e Liaise with internal product teams and suppliers to source spare parts, process
orders, provide timely updates, and ensure a positive customer experience
throughout the resolution process.

e Communicate stock availability updates and delivery information provided by the
relevant internal teams to customers and distributors.

e Record customer feedback and complaints, escalating recurring issues to the
appropriate departments for investigation.

e Maintain a professional, courteous, and helpful approach in all customer
interactions.

Office Administration & Consumables

e Manage incoming and outgoing post, courier services, and document distribution.

e Monitor and replenish office stationery, paper, kitchen supplies, refreshments, and
other business consumables.

e Help to coordinate catering and lunch arrangements for meetings, events, and
internal functions.

e Provide administrative support to departments across the business as required.

e Support the planning and administration of company events and employee
activities.

e Monitor and manage shared email inboxes relevant to the role (Reception and
Customer Services).

e Maintain accurate administrative records and filing systems.

e Carry out additional administrative duties as reasonably required to support
business operations.

Experience & Skills Required
Essential

e Proficient in Microsoft Office applications, including Word, Excel, Outlook, and
PowerPoint.

e Strong verbal and written communication skills.

e Excellent customer service and interpersonal skills.

e Strong organisational skills with high attention to detail.

e Ability to manage multiple tasks and priorities effectively.

e Professional, friendly, and customer-focused approach.

e Confident telephone manner and ability to represent the company professionally.



o Ability to work independently and as part of a team.
Desirable

e Previous experience in a receptionist, front-of-house, customer service, or
administrative role.
e Experience working in a busy office or corporate environment.

e Experience coordinating visitors, contractors, or facilities-related activities.
Salary & Hours

e Salary: £24,784 - £25,500 per annum (dependent on experience)
e Hours: 37.5 hours per week, Monday to Friday, 9:00am - 5:30pm
e Location: Mill Farm, Wesham (On-site)

What You'll Get

e Opportunity to work for the UK's largest independent toy company.

e Career development and progression opportunities within a growing business.
e Company pension scheme.

e Long-service recognition and rewards.

e 23 days annual leave plus bank holidays.

o Free on-site parking.

e Company events and team activities.

e Supportive and collaborative working environment.

About HTI Group

HTI Group is the UK's largest independent toy company, designing, developing, and supplying
innovative toys and products to retailers worldwide. We are proud of our entrepreneurial
culture, strong customer relationships, and commitment to creating products that bring fun and
enjoyment to families around the world.

How to Apply

If you are interested in joining HTI Group and believe you have the skills and experience we're
looking for, please send your CV to Marketing@htigroup.co.uk

Please use the following subject line in your email:
Receptionist & Customer Service Administrator - Your Name
Applications will be reviewed as they are received. We look forward to hearing from you.

Please note: This position is not eligible for visa sponsorship. Applicants must have the legal
right to work in the United Kingdom at the time of application and throughout their employment.
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