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EXPERTISE

Admin Officer 
JOB DESCRIPTION 

	Function:
	Corporate Services: Strategic Accounts 

	Position:  
	admin

	Job holder:
	

	Date (in job since):
	

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

	Additional reporting line to:
	Account Manager

	Position location:
	Central Bank of Ireland DUBLIN, Ireland



	1.  Purpose of the Job

	
The Front of House & Admin Officer is the first point of contact for all visitors, employees, and contractors. The role ensures a professional, welcoming, and secure visitor experience while supporting smooth Front of House operations and providing essential administrative support. It contributes to an efficient, compliant, and customer‑focused workplace environment.
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	2. 	Organisation Chart

	











	3.  Main assignments – Indicate the main activities / duties to be conducted in the job.

	Front of House Service
· Deliver a professional and friendly welcome, ensuring all visitors feel supported.
· Manage visitor registration, security procedures, and badge issuance with accuracy.
· Act as the main point of contact for in‑person, phone, and email queries.
· Ensure reception standards reflect a 5‑star customer experience.
Administration & Coordination
· Provide administrative support including stationery requests, business cards, and badge stock.
· Manage concierge‑type services: taxis, car parking, courier deliveries, collections, etc.
· Maintain accurate documentation, checklists, and handover notes.
· Monitor inboxes/helplines during staff absences to ensure service continuity.
Facilities & Workplace Support
· Log and escalate building or service issues to Facilities Management.
· Conduct regular checks and audits with service teams to maintain compliance and quality.
· Follow up on helpdesk tickets, ensuring timely resolution and stakeholder communication.
· Support weekend or security processes when required.
Service Excellence & Improvement
· Identify and recommend service improvements and operational efficiencies.
· Prepare reports for the Admin Lead / Soft Services Manager.
· Maintain high personal presentation and act as an ambassador for the organisation.
· Assist in the training of FOH /Admin staff.
This list is not exhaustive; there may be other duties that may be required to support the business from time to time. 





	4.  Accountabilities – Give the 3 to 5 key outputs of the position vis-à-vis the organization; they should focus on end results, not duties or activities.

	
 A consistently professional Front of House experience with positive stakeholder feedback. 
 Accurate use of visitor management and administrative systems. 
 Reliable completion of tasks and effective issue escalation. 
 Active contribution to continuous improvement initiatives.




	5.  Person Specification 

	Professional, friendly, and confident communicator. 
Flexible, adaptable, and calm under pressure. 
Strong organisational, multitasking, and problem‑solving abilities. 
Trustworthy and comfortable handling confidential information. 
Excellent customer service skills, ideally gained in a corporate or regulated environment. 
Comfortable using visitor management systems and office tools. 
Reliable, punctual, and team‑oriented.




	6.  Competencies – Indicate which of the Sodexo core competencies and any professional competencies that the role requires

	
	· Growth, Client & Customer Satisfaction / Quality of Services provided
	· Brand Notoriety 

	· Rigorous management of results
	· Innovation and Change









	7.  Management Approval – To be completed by document owner

	
	Version
	V1
	Date
	10.01.25

	Document Owner
	Leanne Campbell, Account Lead







Soft  Services Manager


Admin Officer


1/4 – Lobby Host & Building Ambassador Support

2/4 –Microsoft Lobby Host & Building Ambassador Support
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