
February 2018 

FRONTLINE TEAM LEADER 
Job description 
 
 
Reports to: Head of Staff  
Job Type: Permanent  
Location: London  
Basic hours per week: Full-time (35 hours), office-based 
Remuneration: £20-24,000 pa, depending on experience 
Direct reports: Receptionist  
 

Who we are 
The Society of Authors is a trade union for all types of writers, illustrators, broadcasters and 
literary translators, at all stages of their careers. We have been advising individuals and speaking 
out for the profession for more than a century. Our 10,000+ members receive unlimited, free 
advice on all aspects of the writing profession, including confidential, clause-by-clause contract 
vetting of publishing agreements, and a wide range of benefits.   

 
The role 
We are looking for a friendly and outgoing Frontline Team Leader with a love of people to drive 
excellent standards for the frontline team and deliver outstanding service. You will be the face 
and voice of the SoA, welcoming staff, members and visitors while supporting the smooth-
running of our busy office. 
 
You will provide outstanding member and visitor experience from entry; assist colleagues in 
setting up and running meetings and events; negotiate with third parties to coordinate supplies 
for day-to-day activities; act as a Health and Safety Officer and manage our main Receptionist.  
 
And as w , we 
also need you to be practical and hands-on, not afraid to get your hands dirty to help us with the 
move to our new building. 
 
This is a great opportunity for a confident self-starter who thrives when thinking on their feet and 
deals well with pressure in a fast-paced environment. 
 
Areas of responsibility will need to be adapted when we move into the new building and so 
flexibility and a willingness to embrace change is key to being successful in this role.  
 
 

Responsibilities 
Front of house: 

 Overseeing frontline operations: how the frontline is organised, managing the office diary; 

 Duties as primary phone cover when necessary, secondary cover for remainder 

 Assist in the coordination and management of meetings and events; 
 Ensuring the front office is kept tidy and the meeting areas are closed down each day. 

 

Health and Safety: 
 Act as a Health and Safety Officer, Fire Warden, and First Aider, following training; 

 Ensure Health and Safety checks and instructions are issued for all new starters; 

 Organise PAT-testing, as required; 
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Facilities: 
 Proactively ensuring the offices remain safe, clean, supplied, and operational; 

 Point of contact for office contracts, coordinating the renewal/renegotiation of contracts; 

 Managing office supplies to ensure the best prices are obtained for day-to-day 
requirements; 

 Organise and assess suitable repairs, or works, in the office; 

 Point of contact for all colleagues in relation to office issues and queries; 

 Proactive management of meeting spaces and diary; meeting space hire and bookings: 
liaising with external contacts and staff about use of meeting spaces and managing the 
support required from the frontline team; 

Other Responsibilities: 
 Day-to-day line management and training responsibility for the Receptionist; 

 Liaising with staff about their support requirements; 

 Assist the Events Manager with the arrangement of events and meetings;   

 Part of the recruitment team for new frontline staff; 
 Work on the office move with our Projects Manager and team. 

Secondary reception support, when needed: 
 

 Welcoming visitors 

 Fielding telephone enquiries 
 Sorting incoming/outgoing post 

 Filing and membership assistance  

 Events set-up  

 Photocopying, printing and general administrative tasks 
 

Person Specification 
 

 Previous experience in front-of-house and facilities management 
 Experience as an Executive Assistant an asset 

 Excellent communication, interpersonal, relationship-building and networking skills; 

 High competency with Word and Excel, with a strong knowledge of technology 

 Procurement and negotiation skills; 
 Strong numeracy and verbal skills 

 Good time management skills; 

 Clear and concise writing skills and the ability to handle long and complex documents; 

 Teamwork skills and the ability to lead and motivate others; 

 Drive and enthusiasm with a positive attitude 
 Practical, flexible and innovative approach to work. 

 The ability to multi-task and prioritise your workload. 
 

Benefits include a staff pension scheme and private healthcare. 

email your application together 
with your CV to Anna Ganley at AGanley@societyofauthors.org by Friday 23 March. 
 
Interviews will be carried out in April, with a view to the successful candidate starting in 
April/May 2018.   
 

The Society of Authors is an equal opportunities employer. 
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