
 

Job description 

 

Post Conferencing & Reception Assistant  

Responsible to Head of Facilities  

Team Facilities / Finance and Corporate Services 

Group Group Name 

Proposed grade C 

Contract Permanent 

Hours Part-time, 27.5 hours per week (Monday to Friday from 
12pm to 5.30pm) 

The organisation you’ll be joining 
Jesus spent much of his time with people at the edges, and that’s where we 
want to be too. Church Mission Society invites people at the edges of church, 
the edges of society and the edges of our comfort zones to follow Jesus and 
play a part in his story. Come with us to the edges and discover God at work in 
ways you might not have expected.    

Welcome to Church Mission Society, where we are passionate about God’s mission and 
fired up to see more and more people become followers of Jesus. For over 200 years 
CMS has been at the forefront of global mission, living out the gospel of Jesus, seeing 
lives changed and communities transformed. Founded by William Wilberforce and 
other members of the Clapham Sect group of activists in 1799, CMS people are called 
by God to help bring change, hope and freedom, wherever they go. 

Today CMS supports 150 mission partners and local partners who are working in more 
than 40 countries, where they are dedicated to serving local communities and 
transforming lives through the love of Jesus. From women’s empowerment, micro 
farming initiatives and leadership training, to drug rehabilitation, theological training 
and pioneering in the arts, CMS is at the cutting edge of mission, displaying the love of 
Jesus to many people who might not have believed he was for them.   

Recently, we’ve undertaken a prayerful review of our organisation, in order to discern 
our mission call for this generation. In the process we have rediscovered and been re-
inspired by the pioneering spirit of our founders. If you join CMS today you will find an 
organisation that has been reinvigorated with a fresh vision to join with our global 
family to make disciples of Jesus among people at the edges, both in the UK and 
around the world.  
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Our culture 
At CMS we work hard to ensure that every member of staff is valued, supported and 
encouraged to continually learn and develop their skills. We rely upon God’s presence, 
wisdom and grace and therefore, prayer is central to everything we do. 

Our vision 
We long to see our world made new by the love of God as we follow Jesus to the edges. 

Our purpose  
We exist to make disciples of Jesus at the edges.  

Our core values  
Pioneering. Relational. Faithful. Evangelistic.  

Your role  
The post holder is part of a small team responsible for the management and 
maintenance of a full range of facilities owned by CMS, predominately focussed 
on CMS House in Oxford. Specifically, this team manages the CMS House ‘front 
of house’ services relating to the secure and hospitable use by staff, tenants and 
visitors of our conference facilities, the reception area and the wider building. 
The front of house staffing reflects the mixture of internal and external usage.  
 
The post holder will assist with the smooth running of CMS House with 
particular focus on providing a professional Reception service. 

Your relationships 
The post holder will be supervised on a day-to-day basis by the CMS House 
Supervisor. Line management is with the Head of Facilities. When on reception 
duties, the post holder will part of a team delivering a warm and efficient 
welcome to both internal and external visitors, many of whom will be regular 
visitors to CMS House. 

Your responsibilities 

Reception  
• Be present to professionally cover the reception desk at midday. 
• Help ensure that the Reception area is clean, tidy, warm and welcoming to 

visitors, ensuring they sign in and directing them as appropriate. 
• Answering or fielding phone and in-person enquiries in a prompt, informed, 

courteous and professional manner. 
• Overseeing the issuing of building access fobs to both staff and visitors.  
• Assist external visitors to access the guest wi-fi. 
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• Co-ordination of the delivery of incoming parcels to CMS departments and 
tenants. 

• Taking provisional bookings for the Conferencing Rooms and keeping the CMS 
House Supervisor aware. Fielding enquiries and liaising with conference 
organisers to ensure appropriate conference services and facilities are available 
for bookings. 

• Liaison with external caterers to meet any catering requirements. 
• Liaise with fire/security alarm monitoring service where necessary. 
• Signing in any facilities contractors and providing access to work areas. 
• Responsible for contacting the Fire Brigade in the event of a fire and then taking 

Assembly Point sign to car park. 
• Other related tasks as directed by the CMS House Supervisor.   

Security and Car Park  
• Assist in keeping the building secure which may include engaging with persons 

inside or outside the building to find out their purpose for being present. 
• Raise the alarm if a security event occurs on site (there are key operated and 

computer operated alarms at Reception). 
• Assist with dealing with the safe operation of the car park as directed by the 

CMS House Supervisor. This may include closing off areas that become full and 
directing late visitors to offsite parking alternatives. 

Facilities and Other 
• Assist in set-up of Conferencing Rooms ready for conferencing events. This will 

often involve the moving of chairs and tables; the provision of audio-visual 
equipment and replenishing/tidying drinks stations and fridges. 

• Assist in undertaking motor vehicle checks (tyre pressures and tread, water and 
oil levels, interior cleaning) on CMS pool cars. This would take place when the 
CMS House Supervisor is covering Reception. 

• Ensure the safety and security, and respect the rights, of all staff, partners and 
supporters:  

o Understand and follow CMS safeguarding policies. 
o Understand and follow security procedures for all public materials and 

content, to keep mission personnel and strategic partners safe. Ensure the 
confidentiality of supporters and that all data relating to them is 
maintained and processed in compliance with the General Data 
Protection Regulation (GDPR) and Privacy and Electronic 
Communications Regulations (PECR). 

• Support the Finance & Corporate Services Director with administrative duties 
• Carry out any additional duties commensurate with the role as required by your 

line manager, the Head of Facilities. 
  



 
Job description and person specification Page 4 of 6 

 

Person specification  

Conferencing & Reception Assistant  

 Essential Desirable 

Qualifications • A good level of education with a 
reasonable level of numeracy 

• GCSE Maths or 
equivalent 

Experience • Customer facing role where a 
high level of responsibility was 
required. 

• Previous role as a 
Receptionist or 
security. 

Skills and 
abilities 

• Good team player. 

• Excellent interpersonal skills. 

• Good communication both over 
the telephone and face to face. 

• Problem solving skills. 

 

Knowledge and 
understanding 

• Proficient use of Microsoft Office 
including Word, Excel and 
Outlook 

• Familiarity with any 
room booking or 
conferencing software 

Disposition • High level of accountability  

• Welcoming 

• Cheerful 

• Customer focused  

 

Other • In sympathy with the aims and 
values of CMS  

• Successful completion of 
safeguarding checks 

• Able to sometimes vary working 
hours to accommodate the needs 
of our conference guests, 

• Good understanding of 
the structure and 
people in CMS 
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including occasional weekend 
work (on a TOIL basis) 

• Undergo medical examination if 
required 
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Terms and conditions 
Conferencing & Receptionist Assistant  

Conditions, including but not limited to the below: 

1. The appointment is subject to satisfactory references and safeguarding checks. 

2. Salary: The post is within Grade C of the CMS salary scales; starting at £18,873 
pro-rata (£24,020 FTE) per annum 

3. Expenses: Expenses incurred in connection with work in accordance with 
established regulations will be paid. 

4. Pension: There is a group personal pension scheme applicable to your 
employment and you are entitled to participate in this scheme subject to the 
rules of the scheme. You will be automatically enrolled into the scheme, however 
there is an opt-out option. The employer’s contribution is 5 per cent while the 
employee’s contribution is 3 per cent of the pensionable salary. In addition, CMS 
will match your additional contribution (over the min three per cent) up to an 
additional five per cent. The life insurance scheme provides a death in service 
benefit of four times the basic pay.  

Those eligible for pension rights under the Clergy Pensions Measures 
administered by the Church of England Pensions Board may continue to qualify 
for those rights. 

5. Work base: This is an office-based post and this will be your centre for the 
purpose of claiming travelling expenses if appropriate.  

6. Holiday entitlement: Annual leave is 28 days pro rata, of which up to 3.5 pro rata 
are to be taken between Christmas and New Year, plus statutory bank holidays. 

7. Notice: One-week written notice within probation and one-month written 
notice after the successful completion of probation on either side is required for 
the termination of the appointment. 


