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	Function:
	Corporate Services

	Job:  
	Hospitality Service

	Position:  
	Hospitality Assistant

	Hours:
	 37.5 hours a week – Monday to Friday with occasional overtime 

	Start Date
	1st June 2026

	Immediate manager 
(N+1 Job title and name):
	Hospitality Manager

	Additional reporting line to:
	N/A

	Position location:
	London, EC3A 8BE

	


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

	· Contracted to deliver hospitality services to the client. On-site service.
Hospitality is key to the satisfaction and creating an impression at Sidley Austin. This position requires you to provide services of the highest standard. The hospitality Assistant is responsible for looking after client meeting rooms and assisting with other ad-hoc duties.
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	2.  Main assignments 

	

· Deliver a consistent and excellent customer service experience across hospitality / meeting rooms service
· Liaising with the client services team regarding bookings and any other hospitality related matters
· Fulfilling any client or customer adhoc requests – e.g., last-minute catering requests 
· Place orders as and when needed; this includes food ordering plus any other hospitality service goods
· Checking and responding to any emails relating to the hospitality activities
· Stock taking
· Collecting and storing deliveries
· Maintain pantry opening and closing duties
· Completing and updating the necessary hospitality forms, e.g., temperature forms
· Complying with company health & safety, and food safety regulations 
· Be the department’s go-to for providing catering information and assistance
· Adapt flexibility to changing business needs, supporting events, and general hospitality duties as required





	3.  Accountabilities 

	· Every meeting is set up with the necessary requirements as per booking plus any additional items
· Monitoring the daily booking system, answering calls and liaising with the client services team
· Delivering meeting events as per the host’s specific requests that were shared and agreed



	4.  Person Specification 

	· Very flexible and willing to work compressed shifts as well as working occasional overtime at events. Monday to Thursday and Monday to Friday
· Previous experience in Hospitality Service
· Excellent communication skills with a keen eye to detail
· Enthusiastic with a ‘can do’ attitude
· Calm under pressure
· Customer focussed with the ability to understand the needs of the client
· Excellent organisational skills
· Able to work flexibly in accordance with business needs
· Committed to getting the job done without compromising service levels and professionalism
· Proficient use of outlook, word and excel
· Good understanding of English both verbal and written






	5.  Salary 

	
	Hourly Rate
	£14.80
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