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Corporate Receptionist / Concierge
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	Function:
	Reception

	Position:
	Corporate Receptionist / Concierge

	Job holder:
	

	Date (in job since):
	

	Immediate manager (N+1 Job title and name):
	Reception Manager for Ireland

	Additional reporting line to:
	

	Position location:
	Dublin

	Contract / hours:
	



	1. Purpose of the Job - State concisely the aim of the job

	
Deliver a seamless, five-star, white-glove front-of-house experience as the first point of contact for all visitors, clients and employees.
Create a professional, warm and highly personalised welcome, ensuring every arrival and guest journey reflects excellent customer care.
Support client services, Client Suites, Client Experience floors, Project rooms, Learning and Development spaces and the Broadcasting Studio through efficient booking coordination and attention to detail.



	2. Main assignments - Main activities and duties to be conducted in the job

	
Provide a warm, courteous and professional greeting to all visitors and clients on arrival, communicating their arrival promptly and ensuring they are met or escorted to the relevant room in a timely manner, including handover of visitors to the Guest Relations team where required.
Manage events and coordinate with client handlers and service delivery teams on room set-up, equipment and catering requirements to create a seamless one-team service experience.
Handle bookings for Client Suites, Client Experience floors, project rooms, learning and development spaces and the Broadcasting Studio on the company booking platform.
Support meeting room requests and liaise with teams to drive maximum utilisation of rooms and client spaces.
Carry out regular checks of client spaces and meeting rooms to ensure they are clean, correctly set up and ready for clients; report building appearance or maintenance issues to the FM Helpdesk.
Carry out regular testing of IT, display, MTR and audio equipment, reporting any maintenance issues immediately through the appropriate app.
Anticipate client needs, follow up on requests and ensure expectations are met and exceeded.
Keep waiting visitors informed of any delays and ensure their comfort, including offering complimentary tea or coffee where appropriate.
Maintain appropriate stationery stock and replenish meeting rooms as required.
Act as a first point of contact for AV support, triage IT systems and arrange additional or external support when required.
Support the collation of meeting room management information and utilisation reporting for the Reception Manager on a weekly basis.



	3. Context and main issues - Challenges, regulations, guidelines and practices to be adhered to

	
Operating in a fast-paced, client-facing corporate environment where first impressions, service consistency and discretion are essential.
Managing multiple priorities including visitor arrivals, room bookings, event requirements, AV issues, service delivery and facilities tasks at the same time.
Ensuring compliance with health and safety, security, environmental and organisational procedures at all times.
Responding calmly and effectively to last-minute changes, IT/AV faults, room readiness issues, visitor delays and evolving client expectations.



	4. Accountabilities - Key outputs of the position

	
Deliver consistently high-quality front-of-house, concierge and client experience standards.
Ensure meeting rooms, client spaces and reception areas are operational, polished and client ready.
Support smooth coordination of meetings, events, bookings, catering and workplace services.
Maintain safety, security, environmental and operational standards across the site.
Contribute positively to the professional image and reputation of Sodexo and the client organisation.



	5. Dimensions - Main volumes and indicators managed by the position

	
Daily management of visitor flow, client arrivals, meeting rooms and client-facing spaces.
Coordination of events, room set-ups, catering requests and service delivery requirements.
Regular review of equipment, stationery, meeting room presentation and space readiness.
Weekly support for meeting room management information and utilisation reporting.
Occasional after-hours support for client events, subject to business requirements.



	6. Job profile - Qualifications, experience, competencies and skills required

	
Experience working in a five-star hospitality or client-focused corporate environment is essential.
Excellent communication and interpersonal skills with a strong customer focus.
Ability to operate calmly under pressure with strong organisational skills, sound judgement and attention to detail.
Proficiency in Microsoft Office applications is required, including intermediate-level Excel, Word, Outlook and Teams, along with experience using relevant booking, scheduling and administrative systems.
Knowledge of Microsoft Surface Hubs, MTR, AV presentation equipment and basic IT/AV troubleshooting.
High energy and enthusiasm with the ability to thrive in a fast-paced, team-oriented environment.
Flexibility to work hours aligned to client and event needs, including late evening support where required.



	7. Health and Safety - Site safety and emergency procedures

	
Always work in a safe manner and report hazards to Health & Safety.
Follow all Health & Safety instructions as directed by the Reception Manager and attend statutory Health & Safety training.
Liaise with the trained first aider if a visitor becomes unwell or has an accident and ensure the relevant paperwork is completed.
First Aid and Fire Officer training may be required for the role.



	8. Security, Environmental and General - Standards and policy compliance

	
Report incidents to Security promptly.
Ensure compliance with all visitor management procedures, using the Visitor Management System to accurately record and track all client, visitor and employee attendance within the Dublin office
Support environmental initiatives and follow best practice for waste and energy savings.
Fully support implementation of firm policies and procedures and highlight any inconsistencies to the policy holder.



	9. Organization chart

	
Reception Manager for Ireland
↓
Corporate Receptionist / Concierge
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